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PREFACE. 



To recount the administrative methods of a 
railroad is to generally describe the practices 
of other enterprises of a similar nature, — public 
corporations, banks, and kindred enterprises. In 
laying down the rules for one we lay them down 
for all. To make them fit, we need only to 
change a few meaningless words, one idiomatic 
phrase for another; to drop out one immaterial 
thing, to insert another immaterial thing. 

Wherever men work for others their obliga- 
tions are the same. Methods of governing men 
differ, but the principles are always the same. 
These are reiterated in different ways under dif- 
ferent conditions, in the prosaic affairs of life, 
countless millions of times every year. In issu- 
ing this book, intended to regulate disbursements 
of carriers, I only reiterate under another form 
an oft told tale, and it is a good illustration of 
the evolution of railroad affairs to state that 
this is the eighth volume I have written on the 
subject in the last nineteen years, and that this 
book differs radically and wholly from those pre- 
viously issued. 
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CHAPTER I. 

ANCIENT AND MODERN DEVICES OF BUSINESS. 

Many of the devices used in business today 
were suggested in the age of Croesus, the Lydian 
king, when the art of coining money was yet 
new and the practice of buying and selling at 
retail still in its infancy. The merchants of 
Babylon used blank forms answering the same 
general purpose as those contained in the appen- 
dix of this book. The goods transported upon 
the backs of camels across the deserts of Syria 
or the vast steppes of Central Asia three thou- 
sand years ago, involved fiscal methods similar to 
those practiced today. The carrier of that re- 
mote age exercised watchfulness as we do over 
the goods he handled. Nor were the revenues 
derived therefrom less important to him than to 
us. Merchants marked their goods with care, 
were particular to procure the acknowledgment 
of the carrier, and looked with closeness to ques- 
tions of overcharges, losses, damages and delays. 
Human nature is the same now as then. The 
forms in use today are more numerous and com- 
plicated than formerly. They are also more 
easily destroyed. We use paper. The Chaldeans 
used tablets of clay; they were not elaborate but, 
like ours, adapted to particular uses. Instead of 
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10 ANCIENT AND MODEBN 

a pen they used a style; instead of letters, cunei- 
form characters. The form of draft in use today 
is a device of these ancient people. We have 
simply enlarged its use. 

The methods by which business is facilitated 
have, it is probable, been extended more during 
the last fifty years than during the whole period 
of man's previous history. Our fiscal affairs, 
among other things, have been greatly improved. 
Forms that were at one time laboriously written 
out one by one are now printed by hundreds of 
thousands. This is necessary to meet our multi- 
plied transactions. The merchant of Sidon em- 
braced in one consignment of purple the product 
of a year's work. We produce corresponding re- 
sults in an hour. This unexampled development 
of facilities is in the main the outgrowth of 
better transportation facilities. 

Compared with the stable acquisitions of busi- 
ness those of other callings sink into insignifi- 
cance. Other vocations give scope to particular 
characteristics; may and do develop in man an 
idealized personality. But none of them, nor, 
indeed, all of them combined, afford the sub- 
stantial benefits of a great and varied business. 
Here is man's greatest field of usefulness. The 
business man, the man of affairs, is the king of 
men. His knowledge of human nature is supe- 
rior to that of all others, while the facility with 
which he adjusts himself to ever changing con- 
ditions evinces his versatility and genius. Wher- 
ever the influences of business men are felt the 
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effect is beneficial. Fluctuations and uncertain- 
ties ever characterize societies not fostered by 
such associations. 

The business of the world has its special vota- 
ries; its subdivisions, departments and bureaus. 
What one class creates, another handles; another 
utilizes. The intermediary element, that between 
the producer and consumer, forms an innumer- 
able throng, a vast army. The common carrier 
belongs to this class. His work is subdivided 
into innumerable departments and bureaus. This 
book treats of one of these bureaus, that relating 
to certain phases of expenditures. Its object, 
while also explanatory, is intended to add to the 
effectiveness and economical working of the 
service. 
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CHAPTER II. 

FISCAL AFFAIRS CONNECTED WITH MATERIAL AND 
LABOR — LIMITATIONS OF KNOWLEDGE. 

The railway science is so new and covers a field 
SO vast that experts in particular departments 
are ignorant of the requirements of other depart- 
ments. This will continue to be the case, as the 
evolutions of railway management are so rapid 
that the greatest industry upon the part of par- 
ticular men is not su£Scient to enable them to 
keep advised of its progress. 

Inability to supplement the practical knowl- 
edge of individuals with the extended knowledge 
of groups of men exercises a retarding influence 
in the management of corporations. With more 
extended experience in the art of governing large 
bodies of men we shall be better able to concen- 
trate and utilize the knowledge of the force as a 
mass. An obstacle at present is the lack of ini- 
tiative; of individual freedom and interest, also 
the presence, more or less, of personal jealousies. 
As we progress in the art of governing, groups 
will be able to act as a unit with the singleness 
of purpose of individuals. 

The operations of railroads evince each day 
the necessity of more definite knowledge of their 
workings. We discover this want in the relations 
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14 SCIENCE OF BAIL WAYS; 

of the railroads to the government, to each other 
and to other industries. We discover it especially 
in their internal workings. The question that 
presents itself continually in the management of 
these properties is: What do we know about 
this thing or that? Wherein is our knowledge 
of it correct; wherein incorrect? What is the 
best disposition to make of it? We are met 
everywhere by unknown quantities. This is so 
in reference to the fiscal affairs of railroads quite 
as much as in regard to their physical aspect. 
What are their limitations? What value at- 
taches to exhibits professing to show details of 
earnings, operating expenses and construction? 
These exhibits represent things of the greatest 
importance, both of a private and public nature; 
the measure of income and outgo; the value of a 
property to the proprietor; its usefulness to the 
public; the relation of cause and effect; the gross 
and tare. If the information we derive is true, 
then our conclusions are intelligent. If not, not. 
In considering the value of fiscal data, we are 
struck with the importance of that which enables 
a company to determine the cost of particular 
things. If it rebuilds a bridge, or constructs a 
building anew, or improves a particular section 
of track, or reconstructs a locomotive or car, it 
should know the cost. Not exactly, perhaps, 
because there will be small discrepancies; sup- 
plies, for instance, are not measured for use with 
mathematical accuracy; the divisions of labor 
are not always exactly accurate; other petty dis- 
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crepancies will creep in. Absolute accuracy of 
statement will thus be prevented, but the differ- 
ences will be so small that no material interest 
will be affected thereby. These differences, it 
niust also be remembered, arise mainly out of our 
economical methods; out of efforts to secure effi- 
ciency rather than theoretical perfection when 
the latter entails added cost. A company must 
know all its items of expense with approximate 
accuracy. Here definite knowledge ceases. It 
would-be valuable to know precisely the expense 
of operating particular parts of a road; the cost 
of the passenger business; the expense of the 
freight traflBc, and many other impracticable 
things. If managers could determine the prime 
sources of outlay I have named, they would be 
able to act knowingly in some cases where they 
now act only upon shrewd conjecture. But they 
can not. The extent of these outlays is largely 
surmise. 



Theory and practice are not farther apart than 
the means by which railways arrive at an under- 
standing of their affairs through the medium of 
their returns. While the aim is substantially 
the same in every case, the modus operandi of 
reaching the end sought differs. But so carefully 
and ingeniously have the various systems been 
thought out and applied that it is oftentimes im- 
possible to discover which is the best, which has 
the greater advantage. They are all meritorious. 
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Each will excite the wonder of those able to com- 
prehend the infinitude of thought and labor it 
involves. 

To the mere looker on it would seem as if the 
owners of railroads would find this diversity of 
method cumbersome and expensive; that the 
public would find it burdensome. Such is not 
the case. Both the stockholder and the public 
have been benefited by it through the interest 
the subject has excited and still excites among 
the vast army of men employed. The saving in 
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cost and time efEected by their inventions and 
devices can not be computed. And when we 
remember that every dollar expended in ac- 
counting is unproductive, we may form some 
idea of the value to the community of these 
cheapening processes. The subject, however, is 
still in its infancy. 

Cost of accounting is dependent upon many 
things: 

1. Cost of labor will depend very much upon 
the location of the property and the number of 
years the company has been in business. 
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2. Cost of supplies will depend upon ability to 
buy in the cheapest market, and as needed. 

3. Upon the number of accounting divisions 
into which a property is divided. 

4. Upon the skill of the officers and employes. 

5. Upon the method of accounting. 

In this connection it should not be forgotten 
that the cheapest form of accounting (/. e., the 
accounting department that is run at the least 
cost) may be the most expensive to a company, 
because of the inefficiency and irresponsibility it 
engenders; because of the absence of reliable 
details of administration. A system may, more- 
over, engender dishonesty by its failure to pro- 
vide proper checks and safeguards. Thus it is a 
fact that the unsuspected depredations that go 
on where methods of accounting are inefficient 
greatly exceed those that are found out; that the 
unknown pilferings greatly exceed the known 
defalcations. Thus, an imperfect or cheap sys- 
tem of accounts may involve many times its cost 
in losses never known to owners or managers. 

In reference to the fiscal systems outlined in 
this and the accompanying volumes, they are 
believed to be effective and economical. 

The diversities that exist in railway account- 
ing are not confined to any particular branch of 
the service. They are noticeable in both dis- 
bursements and receipts and in all the thousand 
and one things that grow out of them. 

Methods for keeping disbursement accounts 
are not all equally good, yet all have many favor- 
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able points. The capacity of those in charge is 
important. A system that would work admira- 
bly Under one «man would not work well under 
another, in the same sense that a sword one man 
could wield effectively another could not lift. 

Uniformity in accounts is not to be expected 
or desired any more than uniformity in business. 
Railway affairs are too diversified, too compli- 
cated, too changeable; the talent, experience and 
interest of those in charge too dissimilar. We 
are indebted for the advances that have been 
made up to this time to the interest of in- 
dividuals; to men of genius and research; to the 
open field they have had. We must still look to 
them. The uniformist ignores this class. Uni- 
formity in business methods means the sub- 
jection of ideas to a dead level. The returns of 
railways to the government should be uniform. 
But their appliances and methods may well be as 
diverse as the character of the country they 
traverse or the measure of ability of those in 
charge.* 

♦My attention was first called to the subject of a uniform 
method of keeping accounts by a railroad commissioner, a 
lawyer and a gentleman of the highest distinction. His position 
and the persistence with which he urged the matter dignified the 
subject. I have accordingly referred to it in my recent books. 
A uniform method of keepiiig railway accounts appears to me 
very much like having our hats, boots, breeches, shirts, men and 
horses of a uniform size. It is an admission that progress is 
practically at an end. Its immediate effect would be to benumb 
the intelligence and interest of a hundred thousand men con- 
nected with railway accounts in the United States alone, and sub- 
stitute therefor the interest, experience and intelligence of a very 
limited number of men. 
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In publishing this and other treatises on fiscal 
affairs I wish it to be understood that I do not 
attempt to discuss the subject exhaustively. Nor 
do I claim that the methods I suggest are the 
best; I give them simply for what they are worth; 
for the information of those concerned. Of 
course I think them as good as any, or I would 
not publish them. There is nothing unreasonable 
or egotistical in this. When, therefore, in my 
books I speak definitely or authoritatively, the 
reader will understand that I aim only to be pre- 
cise in reference to the particular thing referred 
to; not that I think my way is the only way, or 
necessarily the best. 

In reference to the fiscal regulations governing 
Labor and Material, there are so many things 
that tend to render systematic and effective ac- 
counting diflBcult that the subject invites the 
most exhaustive enquiry. Those who have 
studied it find their labors never ending. 

Definiteness in accounting for Material and 
Labor may be secured approximately but not 
absolutely. 

The service requires the enforcement of arbi- 
trary regulations that will prevent omissions, 
errors and improper practices; that will enforce 
responsibility; that will secure authoritative 
returns; that will not allow the accountant to 
run into extravagance and dilettanteism. 

Extravagance in accounting can not be too 
severely condemned. On the other hand, pinch- 
ing economy that fails to recognize and enforce 
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responsible methods, merely to keep down the 
pay roll, is infinitely worse than extravagance. 
This fact can not be too strongly impressed upon 
owner and manager. 

The diversity that characterizes the practices 
of railroads in connection with their Wscal affairs 
and in their methods of management is notice- 
able in the systems they have severally adopted 
for handling the Material they use. Upon many 




roads the purcoasing agent has entire chaise of 
everything relating to material. He buys, re- 
ceives, inspects, cares for and disburses. His 
powers are autocratic. No check is placed upon 
him. He is trusted implicitly. Upon other 
roads his jurisdiction is restricted. A check is 
placed upon him as it is upon the treasurer; his 
authority is only concurrent. He makes the pur- 
chases while some other department, perhaps the 
master mechanic, superintendent or engineer, 



DISBVBSEMENTS. 21 

cares for and disburses. Upon still another line 
he simply buys while the accounting department 
receives, cares for and disburses the material 
under orders from the operating department. 
Under this last named method the concurrence 
of two (and in some cases three) independent 
departments of the service is secured. This in- 
sures a check in harmony with the principles 
governing corporate accounts. 

The diversity that characterizes the keeping of 
material accounts is also noticeable in connection 
with those relating to Labor. Upon some roads 
the time of employes is kept by the operating 
department, master mechanics, superintendents 
and others. Son^e companies have timekeepers 
especially appointed to perform that office. The 
methods by which the Labor accounts may be 
kept are infinite. However, the method is not 
nearly so important as that it shall enforce ac- 
curacy and truthfulness; that the time of em- 
ployes shall be correctly kept and faithfully 
charged to the thing upon which expended. 

The keeping of the Wages of men and the dis- 
tribution of the same to the accounts affected 
can not be left to chance or to the hazards that 
attend irresponsible methods, any more than a 
company's traffic or its money can safely be left 
to chance. We must know that the men have 
worked and that the rate allowed is right, other- 
wise the crowding of the pay roll with fictitious 
names, while it may not become a matter of 
universal occurrence, will be frequent. To en- 
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force accuracy in keeping the wages of men, the 
time must be kept under the direction of persons 
acting independently of the person who hires or 
the oflBcial who directs. In fact, the principle of 
corporate accounting must be observed, namely, 
that the persons who manage shall not also act 
as their own auditors. 

Mechanical devices, while important, may be 
safely left to the ingenuity of those in charge. 

There are two methods of keeping the Material 
and Labor accounts of railroads; one in which 
only Results are known at headquarters; another 
in which all the Details are known. The ac- 
companying book provides for the latter. Thus, 
if twenty thousand dollars are expended in con- 
structing a passenger depot, the items that make 
up this sum are accurately, and without extra cost, 
known to all interested. 

I consider it of the utmost importance that 
every detail of expenditure, no matter how far 
away from the general oflBce the expenditure 
may have been made, should be known to the 
operating oflBcers and those in charge of ac- 
counts at headquarters. Some who admit the 
desirability of this, object to it on the ground of 
cost. Cost does not cut any figure. The infor- 
mation may be known without the expenditure 
of a dollar. Not only this, but the details may 
also be known to all local officers without extra 
expenditure. In explanation I respectfully refer 
the reader to the chapters on Labor and Material. 
It is very simple. The details of these accounts 
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as written up by those in charge along the line 
of a road should be transcribed on forms pre- 
pared for the purpose. At the end of the month, 
when the accounts are closed, an impression is 
taken of the returns, after which they are bound 
in book form and sent to headquarters, and in 
being sent to headquarters are sent through the 
intermediary local o£Sces. Thus everyone inter- 
ested is kept informed. 

The chapter on Material relates to receiving, 
inspecting, caring for, disbursing and using sup- 
plies. 

The chapter on Labor refers to the manner of 
keeping the time of men, certifying thereto and 
charging the same to the account upon which 
they work, making the pay roll, etc. 

The volume contains still other chapters. 

The chapters on material and labor are short 
and so simple that a school boy may understand 
them without diflBculty. I invite attention to 
them, not because I believe they describe the 
only, or the best way, perhaps, but as helps. 
They treat of mechanical methods. They also 
explain the necessity of clothing those who have 
the care of material and labor with proper 
authority. They point out the value of well 
balanced systems. They are impersonal. They 
do not aim at the aggrandizement of any par- 
ticular department. They look only to the eflB- 
ciency of the service — only to its good. 

The accompanying volume does not attempt to 
do more than describe the manner of keeping ac- 
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count of disbursements for material, labor and 
other purposes. It does not attempt to treat the 
subject exhaustively — one volume would not be 
suificient for that.* 

The accompanying volume may be used as a 
manual. It aims to secure fullness of information, 
insure eificiency, and prevent irregularities; to 
secure the maximum of efficiency at the minimum 
of cost. It is applicable alike to a road ten thou- 
sand miles long or to one only ten miles long. 
The principles it lays down and the rules and 
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regulations it specifies are as necessary to the one 
as to the other, and relatively as beneficial. It 
may be used as a manual just as it is, without 
the change of a word or a comma. 

•Those who desire to study the best method of handling the 
material railway companies use in their operations, I would 
refer to the volume '' Economical Purchase, Care and Use of 
Material." I there discuss the subject from the standpoint of 
the manager as to what is best for a company to do in order to 
attain the greatest possible efficiency in the purchase, inspection, 
care and use of material. The expenditures of railways for con- 
struction purposes and the various questions that affect cost of 
construction and operation 1 disiMiss in still another volume, 
** Financing, Building and Maintaining.^* 
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The chapters on labor and maLerial are pre- 
ceded by a description of primary conditions. 
This description is essential to a proper under- 
standing of the subject. Its purpose is to secure 
co-operative effort and impress those in charge 
with the responsibility that attaches to their acts. 

In regard to the manner in which the disburse- 
ment accounts shall be kept, the returns that 
shall be made, forms and other particulars, refer- 
ence is made to the headings covering these de- 
tails throughout the book. These headings ex- 
plain themselves better than I can explain them 
here and cover the whole panorama of railway 
expenditures, both from the standpoint of the 
expert and the student.* 

The accompanying book is not written for ex- 
perts alone. It is intended to be useful to stu- 
dents and new beginners. It is explanatory, not 
delphic. 

I do not attempt to explain herein, except 
briefly and incidentally, the method of treating 
returns after they reach the general oflBce, i. ^., 
the method of spreading them on the general 
books. That is not immediately germane to the 
subject; it concerns, in fact, an entirely different 
class of readers. Those who compile the disburse- 
ment accounts along the line of a road have little 
or nothing to do with handling them at head- 
quarters. This phase of the subject is therefore 
treated apart.f 

* See " Table of Contents." 

t See volume " General Fiscal Affairs." 
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The manner of keeping material and labor ac- 
counts at shops and elsewhere must be fully 
thought out in advance. Upon it depends faith- 
ful service, eflBciency, reliability, economy of ex- 
penditure, or the reverse. Upon it depends 
whether the supply of material on hand shall be 
kept down as much as possible, whether mate- 
rial shall be carefully inspected when received, 
shall be carefully guarded afterward, shall be 
disbursed only so far as the service requires a;id 
shall be protected after being disbursed ; upon it 
depends whether the time of men is accurately 
kept, whether the wages are right, whether men 
have worked as represented; also whether the 
pay roll is charged to the accounts upon which 
the labor was expended. These are vital things 
and upon them depend whether a company shall 
have an eflBcient or ineflBcient management; 
whether there shall be economy or extravagance; 
energy or sloth; honesty or trickery; responsibil- 
ity or irresponsibility. 

The accompanying system, while far from be- 
ing perfect, is suflBciently comprehensive to pro- 
tect with reasonable fullness the company using 
it. It is in the right direction. From its study 
and that of other systems something better will 
grow. It shows under what heads disbursements 
are to be charged and a careful division of 
Operating and Construction accounts is given. 
These classifications are those oflBcially promul- 
gated by the United States government. They 
axe not the result of any particular man's labor. 
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They represent what may be called the accre- 
tions of years. They are practically perfect in 
this, that they embody the more specific things 
that such distributions should contain. They 
will not, however, it is probable, please everyone. 
Some will require that the divisions be more 
minute; others that they be not so minute. 

The enumeration of items that enter into each 
operating and construction account, as given in 
detail herein, was first collated by the writer 
many years ago. To the casual observer it does 
not seem important, but to practical accountants 
its value is apparent. It is only by such minute 
designation that we can hope for a uniform classi- 
fication of disbursements. It enables storekeep- 
ers, timekeepers and others to charge exactly 
the same thing to the same account everywhere 
and at all times and under all circumstances; 
without it they could not do this. 



For many years after the introduction of rail- 
roads they were governed by word of mouth — 
largely by tradition. But as they grew in extent 
and employes multiplied these loose methods 
became more and more unsatisfactory. This is 
how I came to write my first book on railway 
subjects. 

Wherever two or more men are expected to 
co-operate intelligently, without clashing or con- 
tention, they must be governed by well under- 
stood rules. There is the same necessity for 
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such rules in the government of railways that 
there is for general laws. E^ch road, however, 
requires rules and regulations peculiar to itself, 
just as states, cities and towns require laws pe- 
culiar to themselves; just as businesses alike in 
nature but carried on bv different men or under 
different circumstances require different meth- 
ods of administration. 

The accompanying volume is intended to give in 
detail some of the more important practical rules 
and regulations governing labor and material. It 
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explains certain methods found by practice to be 
efficacious. The attention of the reader is in- 
viiod to the forms used. The value of these will 
grow upon him as he becomes more familiar 
wiili ili(^m. Seemingly dry and unimportant, it 
irt no (^xsiggeration to say that the gross revenue 
of railroad companies would not be sufficient to 
pjiy for k(^(4)ing their accounts if they followed 
ih(? old in(»ihod of Imokkeeping that our fore- 
fatherH observcHl. The money now divided in 
tln^ nhapc^ of dividends and paid out in interest 
would not bo enough to pay for clerk hire and 
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stationery. But while economy is sought, the 
necessity that exists for accurate and scientific 
accounting in connection with the operation of 
railways is not for an instant lost sight of' the 
methods devised, while cheaper than those of 
merchants and bankers, are even more carefully 
constructed, even more secure, even more effect- 
ive in their operation. 



The accompanying book shows how the time 
of men is kept; how it is charged to the thing 
upon which expended; how the pay roll is made; 
the kind of returns that are sent to headquarters, 
who makes them, when and how they are made. 

It explains the duty of those who order mate- 
rial, inspect it, disburse it, charge it to the ac- 
count upon which it is used; the kind of returns 
that are made for material, who makes them, 
when and how they are made.* 

It also enumerates all other classes of dis- 
bursements iucident to the operation of a rail- 
road, how they arise, what they are, how they 
are accounted for. 

It enumerates the various headings under which 
operating, construction and other accounts are 
kept. 

It points out how operating expenses may be 
apportioned to the several divisions of a railroad. 

* In eonDection with the disbursement of labor and material 
is incidentally described the method of accounting for material 
sold or traded^ labor performed for others^ accounts against persons 
and corporations etc, ''^^See Various Persons^ Accounts.^^) 
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It describes in detail and as a whole disburse- 
ments for operating, taxes, interest, rentals, 
dividends and kindred items. 

The volume is intended, as its name implies, 
.to afford the reader an accurate and concise 
description of the disbursement accounts of a 
road, what they are, how they are kept, and how 




they ai-e grouped. I have not attempted any- 
where to discuss the subject except from the 
practical standpoint, the standpoint of those who 
desire to know concisely and accurately what the 
subject covers, what is necessary to l)e done In 
order to provide necessary facilities for keeping 
the disbursement account.s of a road and sur- 
rounding them with needed safeguards. 



CHAPTER III. 

DEFINITION OF TITLES OF RAILWAY OFFICERS AND 
EMPLOYES — KEY TO THEIR SIGNIFICANCE. 

As titles seldom have the same meanin^^ upon different roads 
or a like meaning for any length of time on the same road, it is 
necessary, in any discussion of matters affecting railroads gen- 
erally, to avoid the confusion their use would occasion. This 
may be done by using only those of a general character. This is 
the rule I have tried to observe in my books. Thus wlien I refer 
to the "* treasurer ^^ I mean the financial officer in charge; on one 
road he may be a treasurer; on another a vice-president, comp- 
troller, cashier, paymaster or clerk. The title ** accounting offi- 
cer ^^ is used in the same way; under that general head all officers 
who have authority in connection with the accounts are grouped, 
and when reference is made to the accounting officer it means the 
particular officer whose duty covers the thing in question, 
whether performed by a chief clerk, ticket accountant, freight 
auditor, auditor, comptroller or vice-president. In the same way 
the title of "storekeeper" represents the person who has charge 
of the supplies of a company at the shops and along the line of a 
road or who renders return thereof. Two distinct officials may 
perform these duties. The title of storekeeper also appropriately 
covers the person who keeps the time of men and renders ac- 
count thereof, because he generally has charge of material as 
well. Upon some roads the storekeeper will be the master me- 
chanic, upon others the foreman, division superintendent, civil 
engineer, stationer, clerk, timekeeper and so on.* The title of 
"* agent" naturally covers those in authority at stations;! it 
includes the agent, ticket seller, cashier, clerk and other attaches. 
The title of ''counsel" covers those connected with the legal 
department; "traffic manager" those having charge of the 
traffic; •' division superintendent" the offii'ial having charge of 
the operating department of a division, including the civil 
engineer of a division, although the latter may be an independent 
officer. The title of "manager'* is used in a general sense to 

* Indeed, all of these officials have more or less to do with material and 
labor accounts. I suggest the title of " storekeeper " because it applies more 
generally than any other. 

fThe title of " agent" is also sometimes used to designate every person 
in the employ of a railroad. 

(81) 



82 SClEJfCE OF SAILWAT8. 

designate the ofQcers collective]]' who manage the property. 
The title of "jj^eneral manager" means the bieheet known 
maoajiing officer; he may be a president, general manager or 
superintendent 

With this explanation the gitneral application of titles in the 
sense I use them will be understood. When I find it neftessary 
to use a title of any kind 1 use that which seemB most appro- 
priate, not as expressing an opinion directly or indirectly as to 
what a particular title should be or what the official poaaeeslng 
that title should do in all cases. 



wmniMmntfH 



Carriage In Ancient Egypt ( Heuse). 



CHAPTER IV. 

MATERIAL — PRACTICES GOVERNING THOSE WHO 
ORDER, BUY, CARE FOR, DISBURSE, OR ACCOUNT 
FOR MATERIAL. 

[Note.— Requisitions and Orders. For rules and ref- 
lations governing Requisitions, Orders and Requests for ma- 
terial, see chapter devoted to that subject in the volume entitled 
" Economical Purchase, Care and Use of Material.'' The chapter 
in question is the most exhaustive study ever given the subject, 
and to any railway company or great corporation whose mate- 
rial accounts have not been thoroughly systematized on the basis 
of practical experience and needs, the chapter in question is in- 
valuable, worth to it, in fact, many hundred times the value of 
this whole series of books.] 

Before taking up specific rules and regulations 
governing the purchase, care and distribution of 
material, let us examine the philosophy of the 
subject. It is only thus we can understand it in 
its entirety, or judge of the necessity for specific 
rules.* 

The material accounts of a company concern 
all its operating oflBcers, but more particularly 
those who order, buy, receive, inspect, care for, 
disburse and use material. 

The measure of responsibility and extent of 
knowledge required of those in charge of mate- 
rial is not the same in all cases — ^they differ just 

* I wish to refer here to what is said at the commencement of 
the chapter on Labor in this book. Its perusal will enable the 
reader to understand the Material accounts better. 

(88) 

8 



84 SCIENCE OF BAIL WA YS; 

as they do in other departments of the service- 



but it is essential that the theory and practice of 
accounts governing material and labor should be 
understood by everyone, otherwise they will not 
be able to act harmoniously, and the service will 
suffer from ineflSciency, extravagance and con- 
tention. 

In the conduct of material and labor accounts 
the design should be that each storekeeper and 
timekeeper should have his particular sphere of 
duty; that he should be respected therein ; that 
those about him should co-operate in every way 
with him to increase his usefulness, and that he 
in his turn should be particular not to infringe 
upon the duties and responsibilities of others; 
and, finally, that all should act harmoniously for 
the common good.* 

At many points on a line the care of material 
is a mere incident, the value and quantity on 
hand neither necessitating nor justifying a store- 
keeper. Nevertheless, the material should be 
looked after with the same intelligence and faith- 
fulness that petty cash collections are looked 

♦Those who have charge of the receipt, care and disburse- 
ment of material and are charged with the responsibility of ac- 
counting therefor, are, for convenience, designated herein as 
''storekeepers/' This title applies alike to the person in charge 
of the material at a shop or storehouse or fuel supply depot, to a 
division superintendent, civil engineer, roadmaster, stationer or 
other person tcho is charged irfth the responsihilily of receiving, 
caring for and disbursing mntpvialand rendering returns thereof 
Those occupying a less responsible position who handle material 
are deslgnatecl by some other title so as not to confound the 
duties or responsibilities exercised by them respectively. 
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after at small stations. The amount of cash is 
never a matter of consideration in providing for 
its safety; everything necessary to protect it is 
studied in advance and rigidly enforced. A loss 
of <5ash, no matter if it does not amount to more 
than a few shillings, is not looked upon as excus- 
able. The same principle should govern the care 
of material. It should be protected everywhere 
and under all circumstances without reference to 
the quantity or particular value, so far as it is 
possible without incurring expense out of pro- 
portion to the risk involved. 

Those with whom the duty of looking after ma- 
terial is an incident only should still take accu- 
rate account of the material they receive and 
expend, should guard the supplies entrusted to 
them with unceasing vigilance, and while they 
may not possess the discretion of division and 
shop storekeepers, it is their duty to report any 
act or impression connected with the handling of 
material whereby the service may be benefited. 
The interests of all are alike in this regard. 

At the shop storehouses of a company the ex- 
tent of the work requires the employment of a 
particular person to take charge of the accounts 
and supplies. He is called a storekeeper. He 
must be especially versed in his business; it is 
necessary that he should understand not only 
the theories but the practices connected with 
material accounts; he should also be familiar 
with the kinds of material that the company 
uses, and with each article thereof, so that he 
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may be able to judge of its merits. This last is 
necessary to enable him to inspect it properly 
and determine whether it corresponds with that 
paid for by the company. He should understand 
the question of supplies in general and particu- 
lar. Unless this is so he will bo unable to avoid 
embroiling his company in disputes with mer- 
chants as to the merits and value of articles 
received from them that might otherwise be 
avoided. The storekeeper must not only be ex- 




perienced, faithful and observing, but he should 
be obliging, courteous and frank. 

The storekeeper's association with and depend- 
ence upon others require that he should possess 
tact and patience. While exercising the utmost 
watchfulness to see that his company receives 
that which it pays for, he should not under 
any circumstance or pretence attempt by direct 
or indirect means to wrong a person from whom 
material is bought, or deduct anything from 
that which is really his due. The storekeeper is 
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a custodian, and is bound to report the facts ex- 
actly as they exist, neither omitting nor adding 
anything. This is the duty of the accountant 
everywhere and under all circumstances. He is 
a historian merely of that which occurs about 
him. 

It is the duty of the storekeeper to see that 
that which he receives is genuine; to carefully 
husband it, and to disburse it only upon authen- 
ticated orders. 

The duties of the storekeeper, no matter how 
great or how small the amount of material en- 
trusted to him, require that he should take the 
best possible advantage of the facilities at his 
command; that he should so arrange his store- 
house and dispose of his material as to most con- 
veniently receive, inspect, watch and disburse 
that which passes through his hands. This will 
require him to study his resources carefully and 
make the most of them. He should so arrange 
his material as to prevent its being taken with- 
out his knowledge, or, if otherwise obtained, 
that the abstraction may at once be called to his 
attention. This duty is extremely diflBcult where 
the material is scattered, as it necessarily is at 
many shops. Nevertheless, it should be so ar- 
ranged as to be under his inspection from day to 
day, if not actually under lock and key. He 
should, so far as he can, devise means to pro- 
tect the supplies from the weather, and to so ar- 
range them as to save labor in handling, and 
reduce the cost of inspecting and inventorying 
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to the minimum. His duties are what his title 
implies. Whether he is a good storekeeper or 
a poor one will depend upon the measure of his 
talent and industry. There are good and bad 
storekeepers in mercantile life. The former are 
those who study the situation and take advan- 
tage of its opportunities. The same rule holds 
good with the storekeepers of a railway company. 
The one who gives his duties the most thought 
and attention will be the best, and his reward 
in the long run will be the grea.test. 

The material that a company uses in its con- 
struction and operating work covers every 
article known in the mercantile world. Not all 
of these, however, pass through the hands of 
every storekeeper; their duties are varied ac- 
cording to the location and particular purpose of 
the storehouse; thus, a construction storehouse 
is opened for new roads built or old ones ex- 
tended ; a storehouse for material used at shops 
and roundhouses; for track material; for bridge 
and building material; for stationery and blank 
books; for supplies for dining and business cars 
and lunch rooms, and so on. Some of these may 
be consolidated. Those in charge require to be 
especially versed in the duties of their office. 
Notwithstanding this practical knowledge, the 
good of the service requires them to seek 
hearty and active co-operation of those about 
them who are more familiar than they by actual 
experience with material, more especially those 
likely to render them good advice. The store- 
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keeper should combine the intelligence of those 
about him with his own, and not seek to stand 
alone. In no other way can he keep himself 
advised or familiar with the value and purposes 
of material or the changes that occur from day 
to day. The changes in this branch of the ser- 
vice are more important and more frequent than 
in any other department of industry in the world. 
In every field railway appliances are in a transi- 
tion state. They are not perfect in the ma- 
chinery department, the track department, the 
train department, the station department or ac- 
counting department. Betterment is the watch- 
word in every branch of the service. It is the 
duty of storekeepers to keep themselves advised 
of these changes as they occur. Otherwise they 
cannot handle intelligently the material they 
receive. 

The duties of storekeepers, as will be seen 
from the foregoing, require something more than 
involuntary or mechanical service. And while 
they may have no discretion in regard to the 
quality of material bought, can not add a jot to 
the facilities they possess for handling supplies, 
nor be able to say that material may or may not 
be used, they, nevertheless, possess wide discre- 
tion, and have ample scope in which to exercise 
intelligence and display business ability. Their 
knowledge of the uses of material, acquired by 
handling it, renders them of great assistance in 
determining the kind and amount required. It 
also enables them to discover any surplus on 
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hand or any old or new material not needed, or 
that has become obsolete. This knowledge is of 
great value in preventing the unnecessary ac- 
cumulation of material, and of disposing of that 
which it no longer needs. 

The value of a storekeeper's services to officers 
and others, in connection with the ordering and 
use of material, adds greatly to his usefulness. 
But his value in this regard, it may be observed, 
will be measured by the intelligence, zeal and 




-.1 



tact he displays in communicating his knowledge 
to those who have practical use for it. 

The duty that devolves upon storekeepers of 
looking after supplies while in their hands, 
should not cease altogether after the material 
has passed into the possession of others. Their 
jurisdiction, so far as they are able to exercise it, 
requires them to see that material is not misap- 
propriated or lost afterward; and in the event it 
is, to require reparation therefor. This duty is 
especially urgent in the case of brasses, toolsand 
utensils of common use. It is within the discre- 
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tion of storekeepers to require, in making dis- 
bursements, that the old or worn out article that 
is to be replaced should be returned or duly ac- 
counted for. This duty is very far reaching in 
its application. It extends not only to the tools 
used by carpenters, machinists, blacksmiths, 
painters and others about shops and roundhouses, 
but to the implements that are used upon trains, 
upon the track, and at stations, water sheds, fuel 
houses and yards; everywhere, in fact, where the 
return of the old article will prove that it has 
been properly used. In many cases the articles 
thus returned will have no value, or but a nom- 
inal value at best. However this may be, the 
application of the rule will be useful in enforc- 
ing care in the use of a company's property. 
Moreover, in many cases articles thus returned 
may be repaired and reused, with little expense, 
that would otherwise be thrown away as useless. 
No one except those who are familiar with the 
purchase and handling of material can judge in 
such matters. Many articles that apparently 
have no value whatever may, with the expend- 
iture of a trifling sum, be made serviceable, or 
may be made to realize something in the market. 
It is the duty of storekeepers to keep themselves 
advised in regard to matters of this kind; it is in 
their power to add greatly to the economical use 
of supplies and to realize through their zeal, ex- 
perience and tact in the use of tools and other 
implements and the return thereof, vast sums of 
money which under other circumstances would 
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be lost without anyone suspecting the fact or 
realizing the amount. 

One of the reasons why the original outlay and 
expense account of corporations is greater than 
that of private concerns is because of the in- 
creased cost of petty things. It is possible by 
the exercise of minute and salutary rules to cor- 
rect this evil in many respects. 

The proper disposition of material passing 
through a storehouse is of the greatest impor- 
tance to a company, from whatever point viewed. 
The exact measure of discretion, however, that 
may be allotted storekeepers in order to derive 
the greatest benefit from their services, can only 
be approximately determined. It can not, how- 
ever, extend absolutely beyond the inspection, 
count and custodianship of the goods. The 
right to watch over their use after they have 
passed from their hands they must exercise with 
others. It is primarily the duty of the operating 
officer into whose hands goods pass to see that 
they are expended economically and in good faith. 
The measure of discretion that the storekeeper 
will be able to exercise outside of his defined 
duties, it is apparent, will depend upon his indus- 
try, experience, faithfulness and ability to work 
harmoniously with those about him. The call for 
his services will depend upon the possession and 
exercise of these qualities. As the recipient of 
material bought the storekeeper is practically the 
auditor thereof; his record of material disbursed 
forms the basis of all charges on such account. 
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The precautions to be observed in the care of 
material, it is manifest, depend very much upon 
its nature. Many articles do not offer tempta- 
tion or facility to pilferers. On the other hand, 
the list of those having an immediate appre- 
ciable value is very great. These require to be 
watched with the same care that a cashier 
watches money in his drawer. They comprise 
oils, brasses, tools, hardware and portable arti- 
cles of a general nature that the company uses 
in its service. There is still much to be learned 
in regard to the best manner of protecting 
property of this kind; but that which has been 
found most simple and efficacious is the system 
of exchanges, namely, the requiring of the re- 
turn of the old article when a new one is needed 
to replace it. Its enforcement does not require 
elaborate accounting; it is very simple and inex- 
pensive. Its immediate effect is to emphasize 
the relative care exercised by those who use 
material of this description. If they are careful 
it is at once apparent; if negligent, the fact can 
not be long withheld. The great value to a com- 
pany of the system of exchanges in the case of 
brassess has long been determined; its intro- 
duction in one instance at once cut down the cost 
to the company of such material one-third. 

The necessity of returning an article when 
through with it suggests the necessity of pro- 
tecting it meanwhile. The enforcement of a 
rule requiring the return of old or broken tools 
and other utensils, it is believed, will be quite as 
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salutary as in the case of brasses. It will em- 
phasize the fact of ownership in a company, 
and the return of the old implement will serve 
as a voucher for the procurement of another to 
replace it. The pride that men feel in caring 
for property entrusted to them, and the further 
fact that such care is known and appreciated, 
will accelerate their interest. 




In carrying out the principle of substitution, 
elaborate bookkeeping is not necessary. An ac- 
count should be opened with the person to whom 
articles are given ; when they are returned the 
storekeeper may run his pen through the entry 
or a mark may be set opposite showing that they 
have been returned and new ones issued in their 
places. The methodof accounting is unimportant, 
except that it should be simple and inexpensive, 
and yet comprehensive enough to accomplish the 
purpose desired. As often as once a month a 
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general inventory should, if practicable, be taken 
of articles thus outstanding. At shops an in- 
ventory should be taken much oftener; indeed, 
it would be well that tools should be returned at 
night and redistributed in the morning. A very 
simple means of accomplishing this is to assign 
each workman a box or pigeon hole: when he 
takes away tools in the morning he leaves a card 
giving his name and a list of the articles; when 
he returns them at night he takes up this ticket. 
The place of deposit, it is manifest, should be 
convenient to the workmen, and it may be found 
desirable to assign the duty of receiving and dis- 
bursing the tools to some person other than the 
storekeeper; but whoever he may be, he should 
act under his supervision and instruction. 

While the discretion of storekeepers in regard 
to the disbursement of material is restricted, 
nevertheless in the event any order they receive 
should s^em to be ill timed, excessive or improper, 
their privilege and duty require them to call the 
matter to the attention of the responsible 
operating officer immediately in charge. A faith- 
ful cashier, when he receives a check that while 
technically right seems yet to be wrong, will, be- 
fore acting upon it, take measures to ascertain 
its genuineness; in the same way storekeepers 
will consult freely and fully with the oflBcers in 
charge in reference to matters of interest or con- 
cern about which there are any doubts. 

The duties of the storekeeper concern not only 
supplies awaiting use, but extend also to scrap 



46 SCIENCE OF BAIL WA TS; 

and other old material. Every ounce of material 
of this kind possesses a value that is no more to 
be disregarded than the small change that finds 
its way into a ticket seller's cash drawer; it 
should be looked after carefully, should be ac- 
curately weighed — as far as facilities will permit 
— and should be brought upon the company's 
books with as much concern as if it were of in- 
estimable value. The duty of looking after the 
scrap of a company and securing due return 
thereof is one of extreme diflBculty, and invites 
the earnest attention and forethought of every- 
one. 

While the duties of storekeepers in reference 
to the care of material have been thus f ullv de- 
fined, it should not be forgotten that the duties 
of operating oflBcers in the premises are even 
more imperative. They should be active in every 
direction to prevent the extravagant use or mis- 
appropriation of a company's supplies. And in 
order that discipline and concurrence of knowl- 
edge may be secured everywhere and at all times, 
it is made the duty of operating officers at shops 
and elsewhere to see that those who have the 
custody of material, whether as storekeepers or 
foremen, exercise prudence and faithfulness in 
the performance of their duty, and that they 
carefully guard the supplies in their charge and 
enforce such measures of precaution and 
economy as may be necessary. This supervisory 
duty is an important one, but is not onerous from 
the fact that the presence of the official in charge, 
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on the ground, renders the task easy. His duties 
and those of the storekeeper are reciprocal. 

The supplies of a company represent cash. 
They cost cash. Their waste, improvident use or 
loss is the same to the company as the loss of 
cash. The same principles should, therefore, 
govern. A storekeeper is the same as a cashier. 
His implements are different, that is all. It is 
his duty to see that that v^hich he receives is 
genuine; that the count is full; that the goods 
are faithfully protected and guarded; that they 
are disbursed only on properly authenticated 
vouchers; and, finally, that full and complete 
records and returns are made. 

In order to secure harmony and eflRciency, the 
duties of different departments (and, as nearly 
as possible, of different officials) should be de- 
fined as accurately as circumstances will admit, 
so far as they relate to the handling of material. 
The service should be impersonal; those con- 
cerned should co-operate heartily with each other 
without transgressing the limits of their par- 
ticular duties. The great quantity of material 
and the widely separated territory over which it 
is handled, render this necessary. 

Material must not be charged to an expense or 
construction account until actually used. An ex- 
ception may, however, be made in the cases of 
petty supplies sent to stations for actual use 
where the cost of accounting would be consider- 
able and the measure of information furnished of 
no practical value. But in regard to supplies 
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stored at shops and other depots and centers of 
supply, or in the hands of trackmen or men en- 
gaged in repairs and construction of bridges, 
culverts, buildings, fences and platforms, it is 
intended that they should be charged when 
brought to the person responsible for their cus- 
tody and proper distribution, and this person 




should not, under any circumstances, charge them 
to an account until they are expended thereon. 
Those in charge of track, buildings, bridges, cul- 
verts, shops, roundhouses, fuel depots, as well as 
storekeepers proper, are required to make return 
of material taken from store for actual use; also 
the amount of material and scrap on hand. In 
this way a company is kept advised, not only of 
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the gross amount of material on hand, but the 
amount at different places, also the particular 
kinds of material. This positive knowledge en- 
ables officials to act intelligently and to pre- 
vent the unnecessary accumulation of material 
that would occur if the company's measures did 
not enable it to determine at a glance exactly 
the material on hand, and the (juantity, location 
and value thereof.* 

Generally speaking, the method of business that 
accomplishes results wdth the least expense and 
friction is the most desirable for business pur- 
poses, and the one that experienced and practical 
men will most readily accept and carry out. This 
is the method sought to be enil)odied herein; its 
purpose is to achieve results by the simplest and 
least ^expensive means consistent with necessary 
safeguards. Observances are held subordinate to 
practical results. The forms used are the best 
and cheapest that experience suggests; they will 
require to be modified or enlarged from time to 
time, according to the vicissitudes of- business and 
experience. For this reason those in charge of 

* It was formerly the i)riicti('e to charge much of the material 
used directly to the account upon which it was to be used, when 
bought. This was especiiilly so in ro»jfard to road mateftal. The 
practice grew out of the difllculty of securing effective account- 
ing. This difficulty has b(»en largely overcome, and measures are 
so perfected in this direction at the present time as to enable a 
company to keep in many respects as intelligent and effective 
account of its supplies as thjit kept by a merchant or manu- 
facturer. These methods, however, are not by any means perfect, 
and all concerned in the luuidling of material should keep in 
mind the necessity of further perfecting them. 
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material accounts should not allow the glamour 
of forms or practices to take too firm a hold upon 
them; they should keep themselves unprejudiced, 
so that they may view the work of the accounting 
department with the same cynicism that those 
about them observe. They are expected to pur- 
sue practical things; to avoid the purely ideal; to 
weigh forms and devices by the benefits derived 
therefrom. Any method that does not have a 
present or prospective value over and above its 
cost, is extravagant, wasteful and demoralizing. 

Material may not be ordered by a storekeeper 
except to meet actual demands, based on the ex- 
pressed wants of others, nor can he disburse it 
except upon orders from the oflBcial in charge, or 
his duly accredited representative. These orders 
are his vouchers and he should preserve them 
with the scrupulous care that a banker preserves 
drafts that he has paid. 

The routine of boo^kkeeping, as it affects mate- 
rial, is very simple. Each transaction, however, 
involves a special phase of accounting. 

When material is received by a storekeeper he 
compares it with the invoice and duly records the 
quantity, price and total value on his books and 
in his accounts. He re-embodies this information 
in the returns which he makes of material re- 
ceived. This latter forms the basis for making 
the charge against him and for crediting the offi- 
cial who bought the material or the storekeeper 
by whom it was shipped. When material is dis- 
bursed, the storekeeper should have an order 
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therefor, which he files away. If material is 
shipped, an invoice accompanies or precedes it. 
Material disbursed is charged to the account upon 
which expended. If it is shipped to another store- 
keeper, it is charged specifically to such person. 
If it is used for construction or operating, it is 
charged thereto. Each storekeeper enters the 
disbursements he makes, like receipts, in due or- 
der in his returns. The amount he disburses is 
credited to him. All this information is needed 
by the accounting officer or person who audits 
the accounts of storekeepers; it may be rendered 
in separate statements or all embodied in a con- 
solidated return ; the latter plan is the one sug- 
gested herein. A detailed and separate statement 
is made by each storekeeper of the material he 
receives, ships away, sells, exchanges, otherwise 
disburses, or uses; at the end of the month he 
t^jkes an impression of these statements, after 
which he binds them together in the form of a 
book and forwards them through the proper 
channel to the officer whose duty it is to finally 
examine and place the results they disclose on 
the books of the company. The plan is simple, 
cheap and effective. * 

In accounting for material scattered along a 
line, the following provision has been found ef- 
fective: Petty supplies distributed by storekeep- 
ers for current use or supply at places having no 
clerical facilities are accounted for by the store- 

* For a more detailed description of it see what is said in ref- 
erence to the ^^ General distribution of material book.^' 



62 SCIENCE OF RAILWAYS; 

keeper making the disbursemeut. The same rule 
is followed in reference to station and train mate- 
rial. Track supplies for each line are accounted 
for by the storekeeper for such line; in some 
cases he is the superintendent, in others a store- 
keeper proper, in others an engineer. Material 
used by gangs of men engaged in repairs of build- 
ings, bridges, culverts, fences, stockyards, plat- 
forms, etc., for each line or division is accounted 
for by a central storekeeper. 

The rules and regulations for handling the 
accounts contained herein are such as experi- 




ence suggests. The central idea is to make the 
writing up of the records at the initial point on 
the line answer the varied purposes of all officials 
who have occasion to keep themselves advised. 
Thus the records written up at the storehouses 
for material are sent forward through the offices 
of the various operating officials interested in 
such matters. Before these returns are for- 
warded, an impression copy is taken of them by 
the storekeeper as already stated.* In this way 

* In the event the Bending of the distribution of material book 
through the offii:es of operatlujf offlci&ls would enf^nder too 
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all the operating officers interested have an op- 
portunity to inspect the returns in detail without 
the company l)eing put to the expense of retran- 
scribing them in their several offices. In the 
event officers at any time require details of an 
account, they may quickly and easily obtain it by 
reference to the office where the record was 
originally written, or where it is finally lodged. 
The official who becomes custodian of the re- 
turns uses them as vouchers. He need not re- 
transcribe them in detail upon his books; only 
the footings need be posted. Thus the records of 
storekeepers, superintendents, civil engineers, 
road masters, bridge and building foremen, sta- 
tioners and others who perform the duties of 
storekeeper, no matter what their titles may be, 
will be finally lodged in one office and form 
the basis of the company's report of disburse- 
ments. 

The system of accounts provided for herein 
contemplates a minute classification of disburse- 
ments as between operating expenses and con- 
struction ; in the event of doubt or dispute, the 
matter is to be referred to the proper accounting 
officer for decision. It is not the province of a 
storekeeper (or timekeeper) to favor one account 

much delay or occasion inconvenience, an extra impression of 
these returns may be taken by the storekeeper and forwarded to 
the operating officer in charge, and through him in turn to aU 
others interested. (In copying way biUs as many as six or eight 
impressions are taken, and there is no reason wliy two or more 
impressions should not be taken of the distribution of material 
book; also of the distribution of labor book.) 
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at the expense of another. It is his duty to 
record the facts exactly as they occur. This is 
one of the objects sought to be attained through 
the system embodied herein. - It is a vital mat- 
ter. In the event a storekeeper is also responsi- 
ble for the expenditure — in other words, where 
he acts both as principal and accountant — he 
must still render unprejudiced returns. In such 
cases it is his duty to appoint a competent per- 
son to take charge of the accounts of his office 
and act as storekeeper; this latter should be un- 
impeded in the discharge of his duties; he should 
apportion expenditures exactly as they occur in 
accordance with the facts, without reference to 
how the showing affects the oflScial in charge. 
Thus, those in charge of track accounts will not 
attempt to debit to construction, expenditures 
that properly belong to operating, or vice versa. 
Unless the accountant (be he who he may) is im- 
partial in the discharge of his duties, the decep- 
tion the company risks and the losses to which 
it may be subjected in consequence will readily 
suggest themselves; they as readily suggest the 
necessity of putting the accounts in the hands of 
those who will render impartial returns thereof. 
Impartiality is one of the objects sought to 
be attained in suggesting that storekeepers at 
shops be relieved from immediate responsibility 
to those who buy or use supplies, all incentive to 
act prejudicially being thus avoided. Not being 
responsible for the pur(*hase of material, it fol- 
lows naturally that they will render true returns 
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thereof; not being responsible for expenditures 
of material, it follows correspondingly that they 
will make true returns thereof. They occupy 
the same relation to the operating department 
that the commissary occupies to the quarter- 
master's department of the United States army. 
One buys; the other audits. 

Such is in general an outline of the system 
embodied herein. But in order that so far as 
possible there may l)e absolute unanimity in the 
handling of supplies and the conduct of accounts, 
formal rules and regulations become necessary. 
Those that occur to me I give below. They 
should be carefully studied by those interested, 
not only in relation to particular things, but in 
the relation they bear to the method of handling 
supplies as a whole. These rules, like those con- 
tained elsewhere in this book, apply to everyone, 
and should not be disregarded except special and 
particular reason exists therefor, of which the 
oflBcial in charge of material accounts should be 
the judge. 

ACCOUNTING FOR MATERIAL.* 

[Note.— In explanation of the terms "Debit" and "Credit" it may be 
said that all material (including fuel) that is reported as received in store 
is a charge against the recipient; all material (and fuel) that is included 
in the returns as being disbursed, sold, or shipped away, is a credit to the 
person making the report and a charge against the thing upon which it is 
disbursed; in the final entries on the books of the company made from the 
summaries of returns, debits and credits have this basis. Thus, material 
embraced on one side of a return is the same as a charge, while if included 
in the other, it is tantamount to credit. This principle is observed through- 
out the material and traffic accounts.] 



* Embracing all kinds of material nnt in uae, such as shop supplies, 
scrap, miscellaneous track material, rails, ties, brasses, tools, utensils of com- 
mon use, stationery, dining car supplies, fuel, etc. 
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The material accounts of a company represent supplies in 
store. They also include scrap on hand. 

Material should be debited to the storelveeiKjr having it in 
charge. An account should be opened with each 8torelt<M»|)er. 

Material should be charged to the person who purchases it 
Afterward such person should be credited upon its l)eing re- 
ported as received by a storekeeper, the latter being charged. 

As a rule, payment should not be made for material until its 
receipt has been acknowledged by a storekeeper. In this way re- 
sponsibility will be secured and risk avoided. 

Vouchers audited in advance of the acknowledgment of the 
receipt of material by a storekeeper should l)e charged to the per- 
son certifying to such vout;her, and should remain thus charged 
until the material is reported as received. 

No material should be charged to a storekeeper until he re- 
ports it in his returns. 

In the case of transfers of material, the person receiving it 
should be charged and the person forwarding it credited. 

Storekeepers should be charged with all scrap (old material) 
that accumulates ; they should take up such property in their re- 
turns in the month in which it accumulates. 

The following rules and regulations, in the absence of instruc- 
tions to the contrary, will govern : 

Material disbursed each month by storekeepers, as shown in 
their returns, should be credited to them in the month in which 
the return is made. The account upon which material is dis- 
bursed should be simultaneously charged, provided such charges 
are found to be correct. It will not be difficult, therefore, for a 
storekeeper at any time to ascertain from his books the balance 
that stands to his debit on the general books of the company.* 

In order that the accounts upon whic^h supplies are expended 
shall show the full cost thereof, it is desirable, so far as practica- 
ble, that the cost of handling should be added thereto. In the 
case of material, this should include the wages of storekeeiwrs 
and men engaged about storehouses in handling supplies; in the 
case of fuel, it should include the cost of loading, unloading into 
store, arranging, inspecting, watching, sawing and piling wood, 
and. Anally, the expense incurred in preventing and putting out 
fires. 

The wages of storekeepers and their assistants while engaged 
in handling and disbursing material and fuel should be charged 
to the accounts upon which they are engaged. 

When several accounts are affected the amount should be ap- 
portioned among them at the end of the month on the basis of 
the amount of material charged each. 



* The balance of material on hand may be arrived at by addinfir to the last 
inventory the gross amount of material received, no matter from what source, 
and by deducting the total amount of material disburaed, sold or shipped 
away. The balance represents material on hand. A balance of this kind 
should be struck monthly by every storekeeper. 
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Material should be charged at invoice price, plus subsequent 
charges. If it has been carried forward from a preceding year, it 
should be charged at the last inventory price. 

The diversity in material and the different uses to which it is 
put, and the fact that officers of a company are not equally inter- 
ested or responsible for the various kinds, coupled with differ- 
ences in handling and accounting, render it desirable to classify 
the material account upon the general books. Thus, while all 
supplies that a company uses, including its scrap, are embraced 
under the general head of Material, they should be subdivided 
upon the books, in order to secure responsibility, under the 
heads of "material," "wood" and "coal." 

While this classification is all that it is necessary to observe 
on the general books, storekeepers will effect a more minute sep- 
aration. Thus, they should open an account with " rails," " ties" 
and "miscellaneous track material," so that any deficiency or 
surplus in either may be placed where it belongs and the accounts 
adjusted accordingly. 

In the event a company manufacture supplies of any kind, an 
account should be opened by the storekeeper with each kind so 
as to ascertain the exact cost thereof. In his returns, however, 
he should embrace all charges of this character under the general 
head of "manufactured material." Labor expended in handling 
a particular kind of material should be charged thereto, so that 
when it is finally disposed of the account upon which expended 
may be charged with actual cost. 

Fuel sent to shops and roundhouses for heating and station- 
ary engines should, for convenience in accounting, be charged to 
the storekeeper at such shop as "material."* This fuel the store- 
keeper should thereafter account for and charge to the thing 
upon which used, the same as other shop material; at the end of 
the year any such fuel on hand should be inventoried the same 
as other material. In this way fuel consigned to shops for use 
thereat for the above purpose will he transferred from the fuel 
to the material account. Fuel used by blacksmiths, including 
Blossburg coal, coke, charcoal, etc., should be charged directly to 
material when purchased. 

No material should be charged to an account until it is taken 
from the storehouse to be used. 

Material shipped to points on the road where there is no store- 
keeper should be accounted for by the storekeeper who ships it. 

In the event the person to whom material is shipped pos- 
sesses facilities that will enable him to account for it in detail as 



* If a storekeeper has both a material and fuel account he will transfer 
from the latter to the former fuel taken for the purposes desigrnated. One 
reason for classing such fuel with material is that the blanks for fuel returns 
are comparatively simple, as the number of accounts upon which fuel is used 
in the general operation of a road is very small. But fuel used at shops for 
the purposes indicated it may be necessary to charge to innumerable ac- 
counts. Hence it needs the same facilities and Uexibility of bookkeeping 
that material proper does. 
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it is used, it should be charged to him by the gtorekeeper making 
the stiipment. It is the duty of the latter in such caj^es to see 
that he is kept advlsetl of the quantity usetl each month, and 
that the amount thus reporte<1 is iiicor]>orated in hi8 returns for 
such month. 

Petty supplies forwarded to stations and ottices and delivered 
to trains for current use should be charged when ship{)ed to the 
account upon which they are intended to be used. 

TRANSPORTATION CHARGES ON MATERIAL. 

Advanced charges on material for a company's use rei*eived 
from other lines should not, in the absence of instructions to the 
contrary, be way billed forward. At the end of the month a 
statement of such charges should l>e rendered to the proi)er 
official with a view to having a voucher made therefor.* 

When there are local charges on material, the station iigent 
should deliver the receipts (expense bills; thereof to the store- 
keeper with the goods; the latter, after satisfying himself of the 
receipt of the goods, should write or stamp across the face of the 
instrument, ''material received." signing his name thereto. On 
the last day of each month the agent should forward these re- 
ceipts to the freight auditor, who should make voucher in favor 
of the agent. This voucher, when made, should l)e forwarded by 
the freight auditor to the storekeeper interested. The latter 
should immediately compare the same with his books of record, 
and if correct, should enter the total amount of the voucher on 
his distribution book. He should then forward the voucher to 
the final approving officer. No delay should occur in connection 
with vouchers of this nature, as it is desirable that they should 
be audited before the accounts for the month are close<l, so that 
the agent may receive due credit and the proper, accounts cor- 
responding debit. 

Advanced and local charges on material, except in those cases 
where the charges are afterward reimbursed by the seller, should 
be added to the original price, so that when the goods are used 
they will be charged at cost with the charges added. Exception 
is made to this rule, however, in the case of local charges on 
material designed for the construction of new lines; such charges 
should be debited in a sei):irate sub-account directly to the cost of 
the line on which the material is used. 

Storekeepers should ])e debited with transportation charges 
on construction material and they should keep a book in which 
to record the same as the material arrives at their storehouses. 
They should open an account with each class of material received, 
as say " transportation of ties," and so on. When the material 

♦This rule 18 necessary to enable a company to see that payment of 
freight is not made on goods that should be delivered free, or that pay- 
ment of a different rate of freight is not made from that deducted by the 
shipper from the Invoice rendered by him. 
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thus covered by an account is used, the transportation charges 
thereon should b« entered on the distribution book to the debit 
of the aucount affected, as ea.j "transportation of mut«rial for 
blank extension." Thus, as tho material is disbursed, the line 
upon wbit^h used will be ijharsed with its exatC proportion of 
transportation and the storekeeiier's account will secure credit. 

Under the above method of treating transportation, it will 
result that ail charges of that nature will l>e debited to the store- 
keeper the same as the uoet of the supplies, and will rem^n thus 
charged until accounted for on his distribution book as de- 
scribed. 

All errors in way billing material, corrections of weights, and 
mistakes of every nature, should, so far as possible, be rectified 
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in the month in which they occur; and it should be the duty ol 
storekeepers and others to accelerate this work and make it as 
thorough as possible. 

Errors not corrected before the voucher for transportation is 
auilited. should be reported by the storekeeper to the freight 
auiljtor, so that reclamation may lie mail e or correction other- 
wise effected on tho books of the company. 

All transportation or other chargcN on material consigned to 
a storehouse for contractors anil others should l>e charged to 
tliem forthwith on the storekeeper's tnoks. and a " various 
persons" bill made as in other cases. It is desirable, however, 
when practicable, that all material of this nature should be con- 
signed directly to tbe party concerned, and that such party should 
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settle the charges thereon with the agent; but where it is neces- 
sary to consign the material to a storekeeper, and charges there- 
on can not he settled by the owner directly with the agent, it 
should be treated as above. 

INVOICES. 

An invoice is a statement or account accompanying or pre- 
ceding the goods, containing a full description thereof, including 
quantity, price and other particulars necessary to be known by 
the person receiving the property. For the purpose of railway 
accounting, two kinds of invoices are used, viz. : an " invoice of 
material purchased"* and an ""invoice of material transferred 
between storehouses." t 'The former is made by the t)erson who 
sells goods to the company, and the latter by the storekeeper who 
sends supplies to another storehouse along the line, or to any 
person for use on account of the company. The " invoice of 
material purchased " specifies the name and address of the person 
of whom the goods are bought; where the supplies are sent; 
particulars of the requisition under which they were purchased; 
date of shipment; description of articles, prices, items and total 
value thereof. The *" invoice of material transferred " shows the 
place from whence the goods are forwarded ; the point to which 
sent; request number ; date of shipment; description of articles, 
prices, items and total value thereof. 

The invoice is intended to aff'ord the recipient a complete 
history and description of the goods. The following specific 
rules and regulations govern its use : 

An invoice should accompany or precede each consignment 
of material, whether such material is purchased from a merchant 
or is transferred from one storehouse to another, or shipped to a 
station, section house, office, or other place. 

On receipt of an invoice by a storekeeper, whether of material 
purchased or transferred, he should carefully compare it with 
the check book written up by the storeroom foreman at time of 
receipt of goods. 

If variations, deficiencies or errors are discovered in articles, 
quantity, quality, price or amount, they should be plainly noted 
on the face of the invoice. The receiving storekeeper should 
then stamp on the face of the invoice the month in which he 
takes it up on his books and returns. 

Storekeepers should embody in their returns the details of 
" invoices of material purchased " while they need only give the 
totals for '" invoices of material transferred." The reason for 
this distinction is obvious. 

In case of delay in the receipt of material or in the adjust- 
ment of diff*erences, an invoice may be carried to the account of 



* See Form No. 21, Appendix E. 
t See Form No. 22, Appendix E. 
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the following month. An Invoice should never be taken into the 
accounts until everything connected with it has been satisfac- 
torily adjusted. 

No charge shbuld be made in the returns against a storekeeper 
until he has acknowledged (by signing and returning the invoice) 
the receipt of the material. 

Invoices should never be receipted until they heve been com- 
pared with the requisition or order on which they are based. 

When an invoice has been receipted, the date it is receipted 
should be noted on the copy of the request. 

When the receiving storekeeper is through with an invoice, 
he should receipt it and return it to the sender; it is the duty of 
the latter to compare it with his record of material forwarded 
and note thereon its return and also any corrections that may 
have been made by the receiving storekeeper. 

Invoices should be carefully labeled and filed away for con- 
venient reference. 

Invoices of Material Purchased.* — Invoices of material 
purchased should be sent to the purchasing agent by merchants; 
he should forward them to the storekeeper who receives the 
goods. 

On receipt of an invoice, the storekeeper should enter it on the 
blank provided therefor; this blank forms a part of his distribu- 
tion of material book ; as fast as these blanks are filled, an im- 
pression of them should be taken in a tissue book. This im- 
pression book will constitute the office record of material re- 
ceived.! 

Before receipting invoices of material purchased, store- 
keepers should see that any advances that may have been made 
for freight or other purposes, chargeable against the seller, are 
noted on the invoice and deducted from the price of the goods. 

Invoices of Material TRANSFERRED.i—A particular form 
is provided in this connection. It should be filled up by the for- 
warding storekeeper in accordance with its provisions. It 
should state upon its face the month in which it will be charged 
to the receiving storekeeper. It should be sent forward by pas- 
senger train. 

Upon receipt of the invoice the receiving storekeeper should 
take an impression of it in a tissue book provided for the pur- 
pose. As already mentioned, this book constitutes his record of 
material received.|| 

* See Form No 21, Appendix E. 

t Where the system of accounts on a line does not render it possible to 
keep a record of material received by taking impressions of invol^ces in the 
manner described, a detailed statement of material received will have to be 
written in a record provide<l therefor, as a ** record of material received " 
shonld be kept at every shop or storehouse. 

iSee Form No. 22, Appendix K. 
It will be noticed from the foregoing that the receiving storekeeper's 
record is made by taking an irapressiou copy of the invoice sent him by the 
forewarding storekeeper. ] n order to do this it is necessary that the forward- 
ing storekeeper should not take such an impression. IIow, then, does the for- 
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Storekeepers should be particular to see that invoices of 
material forwarded near the time for closing the returns reach 
the shop or storehouse to which consigned before tiie store- 
keeper at such place has closed his accounts. 

In order to prevent delay in closing the accounts, all material 
transferred l>etween storehouses or storekeepers after the 2r)th of 
the month should be embraced in the succeeding month's ac- 
counts; the invoices in such cases, however, shouhl not be dated 
ahead. Storekeepers will understand, without this being done, 
that the invoices are to be carried forward. 

Each storekeeper is recjuired to send on the 25th of each 
month to every other storekeeper to whom he has forwarded 
material, a statement thereof for the latter to examine and re- 
turn; this statement should describe in detail each invoice. If it 
agrees with the books of the receiving storekeeper the fact 
should be noted and the statement returned; if it does not agree, 
the points wherein they disagree should be noted. This inter- 
change of statements is to enable storekeepers to harmonize 
their accounts before sending in their returns. 

In making corrections on an invoice care should be taken to 
see that the notation is shown distinctly on its face; also on the 
impression copy. 

When material is shipped to a point where there is no store- 
keeper, an invoice should be sent to the place where the material 
is to be delivered ; it will be required for use in inspecting and 
receiving the property. In case the material is to be taken up on 
the books of another storekeeper, a duplicate invoice should be 
sent to him. 

In invoicing material, the exact facts are required to be 
embodied; the quantity of material and the condition thereof 
should be accurately stated; the price should be neither more nor 
less than its cost as represented upon the books of the person 
making the invoice. Nothing can be more reprehensible than 
any departure from this principle. 

iNvoicma Scrap. — In invoicing old material (scrap), the 
following should be observed: A memorandum invoice describ- 
ing the material should be sent by the person forwarding it. Upon 
receipt of the material the receiving storekeeper should make an 
invoice therefor specifying the various kinds of material received, 
the actual weight of each kind, and the market value thereof. 



warding storekeeper keep a record of invoices that he sends out? The fol- 
lowing provision is made tor this purpose by the writer: By the use of carbon 
sheets the forwarding storekeeper, wnen making the invoice, fills up at the 
same time two other blanks, namely, the instructions to the station agent to 
bill the freight and the record that the storekeeper preserves of the material 
forwarded. When these three documents are filled up (as they are at one 
writing) the forwarding storekeeper detaches the invoice and sends it for- 
ward, and as it is written in copying ink or indelible pencil an impression 
copy may be taken of it by the receiving storekeeper. In this way a great 
deal of clerical work is saved. This device forms a part of the writer's Mul- 
tiplex System of Accounts which has long been in use. 
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I'his invoice he should copy in his material received book us if it 

hail l>een maile by the forwarding storeltBeper; the original he 
will seni] to the forwarding; storekeeper, who should paste it in 
his record book of material forwarded* 

RECEIVING AND INSPECTING MATERIAL. 




anta. Clerical ekill and honesty in this respect, while absolutely 
essential, are notalone suffldeiit. In order to perform the work 

eirei'tivel3' tlie rPiitlvcr Khoiild understand the nature of material.' 
Not only thix, lie should cxen-ise u[ho the greatest watchfulness. 
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to detect irregularities, omissions, errors or 8ubterfuj|;e8. He 
should be sumciently versed in clerical matters to be able to 
record accurately and clearly that which he observes, to note 
fully and perspicuously the details of each consignment, includ- 
ing the quantity, price and amount. The work that he performs 
affects not only the company, but the person from whom the ma- 
terial is bought; the latter is, in some respects, at the mercy of 
the storekeeper, and if he is unskillful, inexi)erienced or disposed 
to tai^c unfair advantage, will, for the moment, suffer at his 
hands. 

It is not the duty or office of the storekeeper to discriminate 
for or against that which he receives. It is his business to re- 
port the facts exactly as they occur; to state truthfully the 
nature of material, its condition and quantity, and to faithfully 
record the same upon his books. He should possess the confi- 
dence of the company and, reasonably, of the seller. In order 
to do this he should be honest, experienced and capable. To 
the extent that he is deficient in any of these qualities he is 
lacking in usefulness. 

In connection with the duty of inspecting material it may 
be assumed that there will be many and repeated efforts to de- 
ceive the company in regard to the quantity and quality 
of materia] sold and delivered to it. The manner in which de- 
ception will be sought to be practiced will vary according to 
surrounding circumstances and the ingenuity of the seller. No 
specific rule can be laid down except that of unremitting vigi- 
lance. Efforts to deceive will not be advertised in advance. 
Every storekeeper should, therefore, at all times be on his guard 
and should approach the discharge of his duty in this respect 
with the utmost circumspection. 

The following, among other necessary rules, should be specific- 
ally observed: 

Storekeepers should inspect material with the same care that 
they would if it belonged to themselves. 

Breakages or defects of any kind, or variations from the 
specifications under which it was bought, should be noted and 
forthwith reported in writing to the proper official. Defective 
material should be kept apart, awaiting directions as to its dis- 
position. 

It will be understood in this connection that no greater lati- 
tude should be allowed in receiving material from storekee|>er8 
of the company than from merchants, although in the former 
case it is merely a transfer, while in the latter it is the receipt of 
new material the acceptance of which and the price to be paid 
depend upon the inspection. 

Whenever possible, the price of the article should be marked or 
painted thereon when received, so that it may be easily and 
quickly determined afterward. In the case of castings and other 
heavy material, the weight or quantity should also be noted for 
the same reason. It is also desirable in many cases, where the 
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The material accounts of a company represent supplies in 
store. They also include scrap on hand. 

Material should be debited to the storekeeper havinf:^ it in 
charge. An account should be opened with each storekeeper. 

Material should be charged to the person who purchases it. 
Afterward such person should be credited upon its being re- 
ported as received by a storekeeper, the latter being charged. 

As a rule, payment should not be made for material until its 
receipt has been acknowledged by a storekeeper. In this way re- 
sponsibility will be secured and risk avoided. 

Vouchers audited in advance of the acknowledgment of the 
receipt of material by a storekeeper should be charged to the per- 
son certifying to such voucher, and should remain thus charged 
until the material is reported as received. 

No material sliould be charged to a storekeeper until he re- 
ports it in liis returns. 

In the case of transfers of material, the person receiving it 
should be charged and the person forwarding it credited. 

Storekeepers should be charged with all scrap (old material) 
that accumulates ; they should take up such property in their re- 
turns in the month in which it accumulates. 

The following rules and regulations, in the absence of instruc- 
tions to the contrary, will govern : 

Material disbursed each month by storekeepers, as shown in 
their returns, should be credited to them in the month in which 
the return is made. The account upon which material is dis- 
bursed should be simultaneously charged, provided such charges 
are found to be correct, it will not be difficult, therefore, for a 
storekeeper at any time to ascertain from his books the balance 
that stands to his debit on the general books of the company.* 

In order that the accounts upon which supplies are expended 
shall show the full cost thereof, it is desirable, so far as practica- 
ble, that the cost of handling should be added tliereto. In the 
case of material, this should include the wages of storekeepers 
and men engaged about storehouses in handling supplies; in the 
ease of fuel, it should ini^lude the cost of loading, unloading into 
store, arranging, inspecting, watching, sawing and piling wood, 
and. Anally, the expense incurred in preventing and putting out 
fires. 

The wages of storekeepers and their assistants while engaged 
in handling and disbursing material and fuel should be charged 
to the accounts upon which they are engaged. 

When several accounts are affected the amount should be ap- 
portioned among theui at the end of the month on the basis of 
the amount of material charged each. 



♦The balance of material on hand may be arrived at by addinfir to the last 
inventory the pross amount of material received, no matter from what source, 
and by deducting? the total amount of material disbursed, sold or shipped 
away. The balance represents material on hand. A balance of this kind 
should be struck monthly by every storekeeper. 
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Material should be charged at invoice price, plus subsequent 
charges. If it has been carried forward from a preceding year, it 
should be charged at the last inventory price. 

The diversity in material and the different uses to which it is 
put, and the fact that officers of a company are not equally inter- 
ested or responsible for the various kinds, coupled with differ- 
ences in handling and accounting, render it desirable to classify 
the material account upon the general books. Thus, while all 
supplies that a company uses, including its scrap, are embraced 
under the general head of Material, they should be subdivided 
upon the books, in order to secure responsibility, under the 
heads of "material," "wood" and "coal." 

While this classification is all that it is necessary to observe 
on the general books, storekeepers will effect a more minute sep- 
aration. Thus, they should open an account with " rails," " ties" 
and "miscellaneous track material," so that any deficiency or 
surplus in either may be placed where it belongs and the accounts 
adjusted accordingly. 

In the event a company manufacture supplies of any kind, an 
account should be opened by the storekeeper with each kind so 
as to ascertain the exact cost thereof. In his returns, however, 
he should embrace all charges of this character under the general 
head of "manufactured material." Labor expended in handling 
a particular kind of material should be charged thereto, so that 
when it is finally disposed of the account upon which expended 
may be charged with actual cost. 

Fuel sent to shops and roundhouses for heating and station- 
ary engines should, for convenience in accounting, be charged to 
the storekeeper at such shop as "material."* This fuel the store- 
keeper should thereafter account for and charge to the thing 
upon which used, the same as other shop material; at the end of 
the year any such fuel on hand should be inventoried the same 
as other material. In this way fuel consigned to shops for use 
thereat for the above purpose will be transferred from the fuel 
to the material account. Fuel used by blacksmiths, including 
Blossburg coal, coke, charcoal, etc., should be charged directly to 
material when purchased. 

No material should be charged to an account until it is taken 
from the storehouse to be used. 

Material shipped to points on the road where there is no store- 
keeper should be accounted for by the storekeeper who ships it. 

In the event the person to whom material is shipped pos- 
sesses facilities that will enable him to account for it in detail as 



*If a storekeeper has both a material and fuel account he will transfer 
from the latter to the former fuel taken for the purposes designated. One 
reason for classing such fuel with material is that the blanks for fuel returns 
are comparatively simple, as the number of accounts upon which fuel is used 
in the general operation of a road is very small. But fuel used at shops for 
the purposes indicated it may be necessary to charge to innumerable ac- 
counts. Hence it needs the same facilities and flexibility of bookkeeping 
that material proper does. 
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it is used, it should be charged to him by the storekeeper making 
the shipment. It is the duty of the latter in such cases to see 
that he is kept advised of the quantity used each month, and 
that the amount thus reported is incorporated in liis returns for 
such month. 

Petty supplies forwarded to stations and oflices and delivered 
to trains for current use should be charged when shipped to the 
account upon which they are intended to be used. 

TRANSPORTATION CHARGES ON MATERIAL. 

Advanced charges on material for a company's use received 
from other lines should not, in the absence of instructions to the 
contrary, be way billed forward. At the end of the month a 
statement of such charges should be rendered to the proi>er 
official with a view to having a voucher made therefor.* 

When there are local charges on niat-erial, the station agent 
should deliver the receipts (expense bills) thereof to the store- 
keeper with the goods; the latter, after satisfying himself of the 
receipt of the goods, should write or stamp across the face of the 
instrument, "material received.'' signing his name thereto. On 
the last day of each month the agent should forward these re- 
ceipts to the freight auditor, who should make voucher in favor 
of the agent. This voucher, when made, should be forwarded by 
the freight auditor to the storekeeper interested. The latter 
should immediately compare the same with his books of record, 
and if correct, should enter the total amount of the voucher on 
his distribution book. He should then forward the voucher to 
the final approving officer. No delay should ociMir in connection 
with vouchers of this nature, as it is desirable that they should 
be audited before the accounts for the month are closed, so that 
the agent may receive due credit and the proper, accoimts cor- 
responding debit. 

Advanced and local charges on material, except in those cases 
where the charges are afterward reimbursed by the seller, should 
be added to the original price, so that when the goods are used 
they will be charge<l at cost with the charges added. Exception 
is made to this rule, however, in the case of local charges on 
material designed for thc^ construction of new lines; such charges 
should be debited in a separate sub-account directly to the cost of 
the line on which the material is used. 

Storekeepers sh.>uld be de])ited with transportation charges 
on construction material and they should keep a book in which 
to record the same as the material arrives at their storehouses. 
They should open an account with each class of material received, 
as say " transportation of ties," and so on. When the material 

* This rule is necessary to enable a company to see that payment of 
freight is not made on goods that should be delivered free, or that pay- 
ment of a different rate of freight is not made from that deducted by the 
shipper from the invoice rendered by him. 
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thuB covered hj aa account is used, tlie transportation charges 
thereon should be entered on the distribution book to the debit 
of the account afFeiited, as say "transportation of material for 
blank extension.*' Thus, as the materia] U diabiirged. the line 
upon which used will he chared with its exact proportion of 
transportation and the storels neper's account will secure credit. 

Under the al>ove method of treating transportation, it will 
result that all charges of that nuture will he debited to the store- 
keeper the same as the cost of the supplies, and will remain thus 
charged until accounted for on his distribution book as de- 
scrlbcti. 

All errors in way billing material, corrections of weights, and 
mistakes of every nature, should, go far aa possible, he recUHed 
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in the month in which they occur: and it should be the duty of 
storekeepers and others to accelerate this work and make It as 
thorough OS |)0SBilile. 

Errors not corrected before the voucher for transportation is 
audited, should he reporttid by the storekeeper to the freight 
auditor, so that reclamation may )« made or correction othei^ 
wise eli'ected on the books of the company. 

All tranR|iortatlon or other charj^es on material consigne<i to 
a storehouse for contractors and others should be charged to 
tliem forthwith on the storekeeper'x liooks. and a " various 
persona" bill made as in otiier cases. It Is desirable, however, 
when practicable, that all material of this nature should be con- 
sigiietf directly to the party concerned, and that such party should 
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settle the charges thereon with the agent; hut where it is neces- 
sary to consign the material to a storekeeper, and charges there- 
on can not l^ settled by the owner directly with the agent, it 
should be treated as above. 

INVOICES. 

An invoice is a statement or account accompanying or pre- 
ceding the goods, containing a full description thereof, including 
quantity, price and other particulars necessary to be known by 
the person receiving the property. For the purpose of railway 
accounting, two kinds of invoices are used, viz. ; an " invoice of 
material purchased "* and an "" invoice of material transferred 
between storehouses." f The former is made by the ])erson who 
sells goods to the company, and the latter by the storekeeper who 
sends supplies to another storehouse along the line, or to any 
person for use on account of the company. The " invoice of 
material purchased " specifies the name and address of the person 
of whom the goods are bought; where the supplies are sent; 
particulars of the requisition under which they were purchased; 
date of shipment; description of articles, prices, items and total 
value thereof. The "' invoice of material transferred " shows the 
place from whence the goods are forwarded ; the point to which 
sent; request number ; date of shipment; description of articles, 
prices, items and total value thereof. 

The invoice is intended to aff'ord the recipient a complete 
history and description of the goods. The following specific 
rules and regulations govern its use : 

An invoice should accompany or precede each consignment 
of materia], whether such material is purchased from a merchant 
or is transferred from one storehouse to another, or shipped to a 
station, section house, office, or other place. 

On receipt of an invoice by a storekeeper, whether of material 
purchased or transferred, he should carefully compare it with 
the check book written up by the storeroom foreman at time of 
receipt of goods. 

If variations, deficiencies or errors are discovered in articles, 
quantity, quality, price or amount, they should be plainly noted 
on the face of the invoice. The receiving storekeeper should 
then stamp on the face of the invoice the month in which he 
takes it up on his books and returns. 

Storekeepers should embody in their returns the details of 
" invoices of material purchasecl," while they need only give the 
totals for '* invoices of material transferred." The reason for 
this distinction is obvious. 

In case of delay in the receipt of material or in the adjust- 
ment of differences, an invoice may be carried to the account of 



* See Form No. 21, Appendix E. 
t See Form No. 22, Appendix £. 
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the following month. An Invoice should never be taken into the 
accounts until everything connected with it has been satisfac- 
torily adjusted. 

No charge shbuld be made in the returns against a storekeeper 
until he has acknowledged (by signing and returning the invoice) 
the receipt of the material. 

Invoices should never be receipted until they heve been com- 
pared with the requisition or order on which they are based. 

When an invoice has been receipted, the date it is receipted 
should be noted on the copy of the request. 

When the receiving storekeeper is through with an invoice, 
he shoidd receipt it and return it to the sender; it is the dut)'^ of 
the latter to compare it with his record of material forwarded 
and note thereon its return and also any corrections that may 
have been made by the receiving storekeeper. 

Invoices should be carefully labeled and filed away for con- 
venient reference. 

Invoices of Material Purchased.*— Invoices of material 
purchased should be sent to the purchasing agent by merchants; 
he should forward them to the storekeeper who receives the 
goods. 

On receipt of an invoice, the storekeeper should enter it on the 
blank provided therefor; this blank forms a part of his distribu- 
tion of material book; as fast as these blanks are filled, an im- 
pression of them should be taken in a tissue book. This im- 
pression book will constitute the office record of material re- 
ceived.! 

Before receipting invoices of material purchased, store- 
keepers should see that any advances that may have been made 
for freight or other purposes, chargeable against the seller, are 
noted on the invoice and deducted from the price of the goods. 

Invoices of Material Transferred. t— A particular form 
is provided in this connection. It should be filled up by the for- 
warding storekeeper in accordance with its provisions. It 
should state upon its face the month in which it will be charged 
to the receiving storekeeper. It should be sent forward by pas- 
senger train. 

Upon receipt of the invoice the receiving storekeeper should 
take an impression of it in a tissue book provided for the pur- 
pose. As already mentioned, this book constitutes his record of 
material received. || 

♦See Form No. 21, Appendix E. 

t Where the system of accounts on a line does not render it possible to 
keep a record of material received by taking impressions of invoices in the 
manner described, a detailed 8tatementof material received will have to be 
written in a record provided therefor, as a •* record of material received " 
should be kept at every shop or storehouse. 

J See Form No. 22, Appendix K. 

I It will be notice<i from the foregoing that the receiving storekeeper's 
record is made by taking an impresHiou copy of the Invoice sent him by the 
forewarding storekeeper. In orner to do this it is necessary that the forward- 
ing storekeeper should not take such an impressiou. IIow, then, does the for- 
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Storekeepers should be particular to see that invoices of 
material forwarded near tlie time for closing the returns reach 
the shop or storehouse to which consigned before the store- 
keeper at such place has closed his accounts. 

In order to prevent delay in closing the accounts, all material 
transferred between storehouses or storekeepers after the 2r)th of 
the month should be embraced in the succeeding montlfs ac- 
counts; the invoices in such cases, however, should not be dated 
ahead. Storekeepers will understand, without this being done, 
that the invoices are to be carried forward. 

Each storekeeper is required to send on the 25th of each 
month to every other storekeeper to whom he has forwarded 
material, a statement thereof for the latter to examine and re- 
turn; this statement sho\d<I describe in detail each invoice. If it 
agrees with the books of the receiving storekeeper the fact 
should be noted and the statement returned; if it does not agree, 
the points wherein they disagree should be noted. This inter- 
change of statements is to enable storekeepers to harmonize 
their accounts before sending in their returns. 

In making corrections on an invoice care should be taken to 
see that the notation is shown distinctly on its face; also on the 
impression copy. 

When material is shipped to a point where there is no store- 
keeper, an invoice should be sent to the place where the material 
is to be delivered; it will be required for use in inspecting and 
receiving the property. In case the material is to be taken up on 
the books of another storekeeper, a duplicate invoice should be 
sent to him. 

In invoicing material, the exact facts are required to be 
embodied; the quantity of material and the condition thereof 
should be accurately stated ; the price should be neither more nor 
less than its cost as represented upon the books of the person 
making the invoice. Nothing can be more reprehensible than 
any departure from this principle. 

Invoicing Scrap. — In invoicing old material (scrap), the 
following should be observed: A memorandum invoice describ- 
ing the material should be sent by the person forwarding it. Upon 
receipt of the material the receiving storekeeper should make an 
invoice therefor specifying the various kinds of material received, 
the actual weight of each kind, and the market value thereof. 



warding storekeeper keep a record of invoices that he sends out? The fol- 
lowing provision is made tor this purpose by the writer : Bv the use of carbon 
sheets the forwarding storekeeper, wnen making the invoice, fills up at the 
same time two other blanks, namely, the instructions to the station agent to 
bill the freight and the record that the storekeeper preserves of the material 
forwarded. When these three documents are filled up (as they are at one 
writing) the forwarding storekeeper detaches the invoice and sends it for- 
ward, and as it is written in copying ink or indelible pencil an impression 
copy may be taken of it by the receiving storekeeper. In this way a great 
deal of clerical work is saved. This device forms a part of the writer's Aiul- 
tiplex System of Accounts which has long been in use. 
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lliiB invoice he should copy in hiB material received book as it it 

had been made by the forwarding Btorekee|>er; the orlgioal he 
will send to the forwarding storekeeper, who should paste it in 
his record book of material forwarded* 

RECEIVING AND INSPECTING MATERIAL. 
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ants. Clerical skill an<l honesty in this respect, while absolntelv 
essential, arc notftlone snllli-icnt. In order to perform the work 
ctTei-tiveiy the rci'eiver nhoiild umlerstand the nature of material. 
Xot only this, lie slirmld Hxurcise iiIho the (rre.itest watchfulnesB, 

* This variation ttnm the uniliiary prsiitlco pursued In Invoicing male- 
rial traiiBferrecl in runilererl neuesnary liy ihe fact [bat the toTiranllng store- 
keeper i^eldom has (he meana at hand for nccuralely claBsil; Ing the maUrlal, 
welfthlnell, oraUtlnR the market value thereof. Wbeo bedoMtheeoilon- 
uy rulet &ud regulationa should be observed. 



to detect irresfularities, omissions, errors or subterfuges. He 
should be sumciently versed in clerical matters to be able to 
record accurately and clearly that which he observes, to note 
fully and perspicuously the details of each consignment, includ- 
ing the quantity, price and amount. The work that he performs 
affects not only the company, but the i>er8on from whom the ma- 
terial is bought; the latter is, in some respects, at the mercy of 
the storekeeper, and if he is unskillful, inexperienced or disposed 
to take unfair advantage, will, for the moment, suffer at his 
hands. 

It is not the duty or office of the storekeeper to discriminate 
for or against that which he receives. It is his business to re- 
port the facts exactly as they occur; to state truthfully the 
nature of material, its cotulition and quantity, and to faithfully 
record the same upon his books. He should possess the confi- 
dence of the company and, reasonably, of the seller. In order 
to do this he should be honest, experienced and capable. To 
the extent that he is deficient in any of these qualities he is 
lacking in usefulness. 

In connection with the duty of inspecting material it may 
be assumed that there will be many and repeated efforts to de- 
ceive the company in regard to the quantity and quality 
of material sold and delivered to it. The manner in which de- 
ception will be sought to be practiced will vary according to 
surrounding circumstances and the ingenuity of the seller. No 
specific rule can be laid down except that of unremitting vigi- 
lance. Efforts to deceive will not be advertised in aavance. 
Every storekeeper should, therefore, at all times be on his guard 
and should approach the discharge of his duty in this respect 
with the utmost circumspection. 

The following, among other necessary rules, should be specific- 
ally observed: 

Storekeepers should inspect material with the same care that 
they would if it belonged to themselves. 

Breakages or defects of any kind, or variations from the 
specifications under which it was bought, should be noted and 
forthwith reported in writing to the proper official. Defective 
material should be kept apart, awaiting directions as to its dis- 
position. 

It will be understood in this connection that no greater lati- 
tude should be allowed in receiving material from storekeepers 
of the company than from merchants, although in the former 
case it is merely a transfer, while in the latter it is the receipt of 
new material the acceptance of which and the price to be paid 
depend upon the inspection. 

Whenever possible, the price of the article should be marked or 
painted thereon when received, so that it may be easily and 
quickly determined afterward. In the case of castings and other 
heavy material, the weight or quantity should also be noted for 
the same reason. It is also desirable in many cases, where the 
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name of the manufacturer or seller is not plainly branded on the 
article, that some mark should be placed thereon that will facili- 
tate its identification afterward, in the event it should prove 
defective or otherwise than as agreed upon. In the case of round 
iron this may be done by painting the end or a portion thereof 
with some distinctive color. It will never be difficult for store- 
keepers to find some simple and eft'ective way to mark material, 
80 that no matter where it may be used afterward, it may be 
identified.* 

In receiving oils it is especially necessary to exercise the 
greatest eare to see that they are up to the required standard. 
Samples of all oils received by purchase should be tested, unless 
otherwise directed, and a report of the quality thereof made to 
the storekeeper. 

In the case of valve, car, engine and other oils, where the 
chemical analysis is not conclusive, the quality of the article must 
be judged by actual use, and the observation and experience of 
those who handle it systematically sought to determine its char- 
acter and worth. 

It is in many cases impossible to determine by inspection 
whether artii^les come up to the standard claimed for them, or 
not. An accurate account should be kept of the date of the 
receipt of such material, when put into use, time in use, condi- 
tions of use, and such other details as may be necessary to deter- 
mine its character. 

It is the duty of storekeepers and others, whenever necessary 
or practicable, to invite the advice of foremen and others hav- 
ing practical knowledge of material, so that the company may 
receive the benefit of their information and experience. 

An accurate description of material should be made in a blot- 
ter (check book) as it is inspected and checked at the storehouse 
door. Afterward the discription thus made should be compared 
with tlie invoice; after this comparison the ^ntry in the blotter 
should be stamped or marked to indicate that it has been com- 
pared with the invoice and that the invoice lias been signed 
and returned. 

In receivnigand inspecting material at ])oints remote from a 
storehouse, it can not be too particularly iin])ressed upon fore- 
men and others that the utmost care should be observed, as 
imposition is nuich more likely to be practiced under such cir- 
cumstances than in others, t 

As it is impossible that storekeepers should in all cases be 
able personally to reireive material delivered at points remote 
from their offices, they will require that the foreman or other 



* A record should be kept in the oflTice of all these dlstinKuishinff marks. 

t This has been especially noticed in the case of bridge and switch ties 
and timber delivered at points along a line, and it has been founl necessary, 
in consequence, in some cases, to send an inspector to receive them as they 
were loaoied for shipment, when not practicable to inspect them at the 
place of destination . 
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person who receives such material should make an accurate re- 
turn thereof to them; and, as in some cases such material may 
not be accompanied by an invoice, the foreman will in such case 
embody the particulars of the receipt of the material in a mem- 
orandum or book, whicli he sliould send at the close of the month 
to the storekeeper interested. 

Ties — Inspecting the Same.— The duties attending the 
inspection of material of this kind are different from those 
in connection with other supplies and are conducted under 
much greater disadvantage; there is, moreover, a greater lia- 
bility of the company being defrauded in the count and kind 
of material and in the sale of the same article to the company 
over and over again. Those who have charge of the duty of 
receiving and inspecting ties are therefore re(iuired to be men 
of fidelity and experience. They should be thorough in their 
methods, careful in the records they make and methodical in put- 
ting the mark of the company on all they buy. 

The method of procuring ties varies upon different lines. 
Upon some they are delivered at points along the road; upon 
others they are delivered at some central point. The dilHculties 
in handling those delivered along the line are greater than 
where they are received at a central point, and the labor of in- 
specting and the necessity of watchfulness also mucli greater. 
The measure of concern that should be exercised in each case 
should be commensurate with the work, and such as may be 
necessary to protect the company's interests absolutely. 

The following rules and regulations in reference to the receipt 
and inspection of ties suggest themselves. They should be sup- 
plemented by such further measures as the circumstances of the 
case require. 

In the inspection of ties each and every tie should be carefully 
examined and the returns made in accordance therewith. 

To accomplish the work effectively, the ties should be in- 
spected as delivered, or if piled in ranks should be removed, one 
by one, for examination. 

Ties are purchased by agreement or special contract. 

The ties that answer fully the specifications under which they 
are bought, as to quality, width of face, length, thickness, place 
of delivery, etc., should be piled together in tiers by the inspector 
as first class. 

Those that do not come up to this standard, but are of good 
quality, suitable for sidings, or meet certain clearly defined speci- 
fications, should be arranged in separate ranks ; they are termed 
"culls."* 

Ties not fit to be classed as culls should be wholly rejected 
and directions given for their removal by the owner. 

The end of each tie accepted should be distinctively marked 



* This is on the supposition that the buyer agrees under certain circum- 
stances to accept " colls." If be does not they Bhoold be rejected. 
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with paint, by the inspector, so that the same tie may not 
be submitted a second time for inspection. 

Ties inspected at isolated and remote points should be marked 
as described, on botli ends. 

Storekeepers are charged with the ties located upon the terri- 
tory under their charge. When shipptMl away they should in- 
voice them as in the case of other material. 

An account should be kept with the ties at each place, namely, 
the number received ; also those shipped or used. 

It is sufHcient to show in this account the number and kind of 
ties separately, without regard to valuation. 

The storekeeper will, through these accoimts, obtain a valu- 
able check upon the business, necessary to verify the inventories 
and to correct errors or omissions in reporting the disposition of 
ties on the part of employes. 

The return* of the oflicial whose duty it is to inspect the ties 
purchased should give: First, the name and address of the per- 
son from whom ties are purchased; second, the exact location of 
the ties on the road (viz: the place, side of track, distance from 
track, etc.); third, the exact number of ties furnished of each 
quality, specifying the kind of wood by name; fourth, when both 
hard and soft wood ties are furnished by the same person, such 
ties should be separately enumerated and classified in the return. 

As payment for ties is based upon these returns, the greatest 
care should be exercised to insure correctness and reliability. 

Each inspector should number the returns made by him, com- 
mencing with number one at the beginning of each fiscal year. 

Returns of inspectors should be entered in a record book in 
detail in the order in which they are numbered, for preservation 
and convenient reference. 

After inspection and acceptance, and not before, a voucher 
should be made. 

The material should be debited, as in other cases, to the store- 
keeper in charge. 

The following suggestions in regard to the purchase and de- 
livery to the company of wood, ties, piles, lumber, etc., are based 
on practical knowledge : t 

]. Contracts should expressly state in detail the kinds of wood that will 
be accepted; the various sizes, length, thickness and manufacture; the lime 
and place of delivery; the manner of piling the same, in detail; the length 
and height of piles. Contracts should specify that each kind of material shall 
be piled in separate places on land designated bv the company's agent at or 
above the grade of the railway track; that it shall be inspected and accepted 
by the company's agent, such inspection and acceptance being final and con- 
clusive between the parties; that all material not accepted shall be taken 
from the company's ground on notice. It is the duty of tne company's agent 
to designate the place of delivery and to watch the deliveries to know that 
the material bought is of the kiud wanted, well manufactured and suitably 
piled, it being always understood that the seller will furnish as poor material 



* See Form No. 23, Appendix E. 

1 1 am indebted for them to H. E. Southwell, a gentleman of the high- 
est probity and of long experience in such matters. 
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nn the insportor will accept, it beinpr the aim of the former to make money 
out of hlH contract. A company should not allow poor material to be piled 
on itM ground, l)ut insist on the uelivery of suitable material, well manufact- 
urtMi Hutl woU pllivi. A little care here 'will save much contention in the end. 

*J. The ins|HH*U»r stamls l>et\vtH.Mi the c.mtractor and the company. He 
Nhouhl ben man well verso<l in the details of his business, have experience, 
kuowledKe atui coiinnou sense. Ho should spare no time to get at the facts, 
honestly, luui N^iihout prejmlice l)etween the parties, keeping accurate ac- 
count of his work and making a report iheicof to each party, being ready to 
verify the same by facts. TlieotVu»eof iusjHJCtoror agent of the company is 
of hnporlauee and the incumbent should be a man of ability and integrity. 

M. Kvery In^iHM'tor should divide his territory for receiving material into 
Heetlons, numboring them and making a diagram of the same. Each pile of 
wood, lies, or oilier material, should luMnarkCii on the diagram to show the 
idiu'e of delivery; it should Ih» numlK»re<l and the number plainly marked 
thereon The eoinpany's private mark should also be put in various places 
on the N'une. toi;oiher with the date of ins|H»ction; also the length, height, 
etc . HO tluit hoin the olhee rectini an onler ean be made for each and every 
Pile oi nmleilitl on the track snttleiently accurate to enable trainmen to find 
the Niunr. 

I Miiierbil should be churned to the division storekeeper where and 
wImmi r««('tMved : be should have an invoice of each and every pile of material, 
NbowhtK tlu« number, kind, amount, place, and where dellvere.l. This descrip- 
tion Kliould rorr(*spond with the numbers on the pile. .Material should oe 
iMoNid onl\ on liN order, and an accurate account should bo kept by him of 
tlieManio when iiioved. No material should bo allowe<l to be moved except 
on a w rlitiMi i>nl<M' and full returns theruof. 

Ill lln»Mo »'jis('M wht»n» scIUm'm didlver freight at isolated places 
nlnii^ tlio lliio, uiiti niMo load tho same for shipment, as frequently 
<MM'urM ill iho i'HKt* of l)rid;;;t» tifs, switrh ties and timber, it will be 
found advlMniih\ as a r\iU\ to send an a^ent of the company to in- 
M|MM'I Iho propony «s it Is lojidod. The facilities for performing 
lliiM\v«ti'U at Iho roiM^lvIn^ place are not in every case adequate, 
and In tlu^ (*v«Mit a t^oinpany does not have an a^ent on the 
Hi'tnind lo ivrtdvc the property and see that it is shipped, decep- 
Ihni may l»o pnu tl»'c<l ; in sonn^ cases the goods will not l)e deliv- 
ered Ht all, In others then* will be a deficiency in quality or count, 
the Meller h<»pliiij to esea|M» dete»'tion through the inability of the 
eoMipany to piM»perly Inspci't the goods at the receiving point. 
The nee(«MM||\ wi Inspecting at the shii)])ing |)oint will not, of 
eoMr«*e, «ipei*iit«» In those eases where the goods bought are for- 
wanled to a pei'won conip(*tent to n'ceive and inspect them, but 
^ou«Im lotided by the seller to be delivered at bridges, culvert.s, 
Hldhigrt and tdher places along the line away from the inspection 
itnd care of sloit»keepers should, as a rule, l)e inspected and 
ootttitod when hwnled. Tlien^ can then be no question, either as 
n^^unlH the dellverv, (pnintitv or ciuallty, and all cause of mis- 
undorntandlng or dispute will be avoided. 

MATKKIAL KKCEIVED BOOK. 

•rill* mnnut^r In which this book is comi)iled has been referred 
lit uUowhon* \\\ H>«m»ctlon with "invoices." When an invoice 
ftil* nmtorhil purehnwMl is received by a 8torekeei>er. it is 
iMiiihMt on H WmiK forming a part of the ^distribution of 
ltiHU*rUl <H)ok." Wbou tlio blank is filled au impresaion of 
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it is taken in an impression book. This impression book is 
the ''material received book." The object of pursuing this plan 
is to save the cost of writing up the material received book. 
Moreover, exact conformity of record is thus secured.* 

The foregoing refers to material purchased; for material 
transferred between storehouses, the invoice made by the for- 
warding 8torekeei>er is written in copying ink; an impression of 
this invoice is taken by the receiving storekeeiMir in the material 
received book. 

Thus, a full record is arrived at of all material received, both 
that bought and transferred. 

The pages of the impression book as fast as filled should be 
footed and the footinirs carried forward.f 

The material receivetl book is necessary to preserve a consec- 
utive history of material. Its objei^t is to afl'ord the storekeeper 
a record of each consignment, from whom received, numtier of 
requisition, date of receipt, articles, quantity, price and amount. 

From it may be gleaned in detail every article of material re- 
ceived for which the storekeeper is responsible. Taken in con- 
nection with material on hand and material disbursed, as shown 
on the distribution book, the exat;t status of each storehouse may 
at any time be determined and the measure of accuracy that has 
been observed in handling and accounting for particular articles 
ascertained. This research may be made by the storekeeper him- 
self. By comparing the artii^Ies on hand and those that have 
been charged to ditt'erent accounts with those re<^eived, he can 
determine whether anything has lK»en taken from the storehouse 
that has not been embraced in the returns rendered by him. 
This resume of aff'airs is recommended to eat;h storekeeper as a 
means of determining the measure of accuracy exercised by him 
in caring for, disbursing and accounting for material. If the bal- 
ance standing on the company's l)ooks at the end of the year to 
his debit dift'ers from the amount of his inventory, it will ex- 
plain to him the reason why; he will see that this difference does 
not arise so much from change in prices as from clerical errors 
and omissions, and from the taking of articles from the store- 
house without the storekeeper s knowledge. 

In order to prevent the possibility of receipting Invoices in 
duplicate, the fact that an invoice has been receipted should in 
every case be noted on this book opposite the particulars of the 
consignment. 



*The "distribution of material book" referred to is described else- 
where herein. Loose blanks adapted to the various requirements of this book 
are provided each storekeeper. When the month's business is written up» 
these blanks are bound in book form and so constitute the book. 

t At the end of the month the amount of material purchased, also the 
amount received from each storekeeper, should be ascertained, separately, 
for insertion in the Recapitulation of the " distribution of material book." 
These amounts added together should correspond with the total footings of 
the material received book. 



SCIENCE OF nAlLWAYS: 




Lge Among ibe Indiana. 



n Tsn rmsEMEN'Ts. 78 

CARE OF MATERIAL. 

Defects in arranging for handling and storing nMterial, dat- 
ing back, in the majority of instances, to the original construc- 
tion of the road, prevent in many cases its l)eing handled econom- 
ically or effectively. The remedying of these defects naturally 
enlists the attention and intelligent effort of all who are con- 
cerned in this department of the service. This interest should 
not be allowed to lag, and every advantage should be taken of the 
situation that experience and thought suggest. 

In fitoring and caring for material the methods of merchants 
should be ob8erve<l, namely, to place it so that it will be protected 
from misappropriation, so far as ])ossible, and from damage by 
the weather, and at the same time be most convenient for ret^eiv- 
ing and disbursing. The necessity of arranging it so that the 
storekeeper may discover at a glance, as he passes through the 
storehouse and yards, material no longer needed, or that is in ex- 
cess of the demand or that falls short thereof, will naturally sug- 
gest itself to those in charge. 

Method and order should characterize everything that is done 
about a storehouse. 

In the care of supplies the necessity of special watchfulness 
in regard to particular articles of material will suggest itself to 
storekeepers. In many cases no danger of misappropriation at- 
tends the custody of articles, no matter where placed. This is so 
in regard to heavy castings, car wheels and kindred articles. 
They may therefore be left in the yards or in open sheds without 
danger, except to see that they are accounted for as used. In the 
case of many articles, however, great care should be exercised to 
prevent their being taken improperly, or used without the knowl- 
edge of the storekeeper. The particular articles that come in this 
category will suggest themselves to every storekeeper. They em- 
brace, among others, oils, tools, brasses, articles of common use, 
hardware, etc. Secure provisions should be made in such cases. 
Where it does not already exist it should be provided as soon as 
possible, as there can be neither economy nor wisdom in a con- 
dition of affairs that fails to protect the supplies of a company 
with all reasonable effectiveness against misappropriation, either 
casual or predatory. 

In relation to much of the material disbursed, especially 
brasses, tools and implements in common use, the supervision of 
the storekeeper is expected to extend beyond the delivery of the 
article. He should watch over it, so far as he can, until it is no 
longer fit for use, or no longer needed, when it should be re- 
turned to him. In the performance of this duty all those who 
have supervision over employes, including the employes them- 
selves, are expected to co-operate; indeed, it is mainly to them 
that the company must look, as storekeepers' duties in this con- 
nection are necessarily circumscribed. 



74 SCIEKCS OP RAIL WA TS; 

It is the duty of storekeepers as far as possible to see that 
material is used for the purpose desi^ated by those to whom it 
is delivered, and in the event it is not, to secure accurate and 
full returns thereof, so that no account may be charged with 
more than belongs to it, and the disbursements of the road may 
be accurately and properly apportioned. 

The following specific rules should be observed in the care of 
material. They should be supplemented by all needful regula- 
tions wherever it is necessary ; the purpose being, here as else- 
where, not so much to form a perfect code of rules, as to suggest, 
by giving those of a more salient nature, the others that are 
required. 

The first thing that suggests itself as necessary in the care of 
material is to deny access to it to all not directly concerned in 
its manipulation. Supplies should be placed, so far as possible, in 
a manner most likely to protect them from misappropriation and 
damage. 

Approaches to supply depots should be restricted, and should, 
so far as possible, be under the immediate eye of those responsi- 
ble for the material. 

Every article should have a place assigned to it, so that its 
location may be accurately known, and access to it easy and sys- 
tematic. 

If possible, the storehouse should be divided into sections, 
each section being lettered. 

The classes of material that each division contains should be 
catalogued, and the section in which it is placed numbered. 

Racks should be provided, suitable for the purpose, for differ- 
ent kinds of sheet and bar iron, and should be located conven- 
iently for use and in such a manner that the quantity can be de- 
termined at a glance. 

Articles similar in appearance but differing in value and util- 
ity should be kept separate. 

Oils, varnishes and other liquids should, if facilities allow, be 
kept in cans or tanks so arranged that they may be filled at the 
minimum cost and from whence supplies may be taken as needed, 
without loss and at the lowest expense. 

Dry paint and material such as emery, including powders of 
all kinds, should, if possible, be kept in bins. 

Shelves should be so arranged that the i;ontents of the various 
compartments may be ascertained at a glance. 

Material that can not be put in the storeroom should be 
placed in sheds, and if this is impossible, should be so arranged that 
only the mininuim amount of damage will accrue from exposure. 

Supplies should be arranged with a view to their use, those 
which are most frequently in demand being placed in the most 
accessible place for delivery. 

Articles such as locks should be carefully tied in packages, so 
as to prevent the parts becoming separated. 
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Patterns should be arranged in order and catalogued, and so 
systematized that when one is removei^ a record of its disposition 
will be put in its place as a convenient reference and constant re- 
minder of its absence. 

Lumber and timber should be classified and piled with the 
care and method that is observed in lumber yards. 

Storerooms should be kept clean and orderly, and such expe- 
dients and devices used as the best Icnowledge in regard to hand- 
ling material suggests. 

If the facilities are not adequate for the storage of coarser 
articles, such material should be concentrated in particular places 
as much as possible. 

The place in which supplies are kept should be located as near 
as possible to those who use them, but the protection should in 
every case be such as to prevent material being taken except un- 
der authorized rules. 

Such provision as is possible should be made for preventing 
fires, and for extinguishing them should they occur. 

As already stated, the storekeeper's duty does not end with 
the delivery of material for use. He should, so far as possible, 
follow it afterward until it is consumed, and should note how 
used and the measure of economy exercised in connection there- 
with. 

In the operation of business it will be necessary in many cases 
to forward material to isolated points on the road, either for par- 
ticular or general purposes. In many cases it will be neither 
practicable nor desirable to charge such material to an expense or 
construction account when thus shipped. In such cases a sepa- 
rate account should be opened with each lot thus distributed 
and frequent returns should be required from foremen and 
others in charge, of the uses made of it, quantity on hand, etc. 

In the case of oils, storekeepers are required to exercise the 
utmost care, and to adopt every possible means that ingenuity 
suggests to prevent leakage, evaporation and loss. 

Oil should be unloaded immediately on arrival and forthwith 
placed in the tank or other receptacle provided therefor. In 
the event there is no tank provided for its storage or the amount 
received is greater than the capacity thereof, care should be taken, 
if possible, to see that the barrels are kept wet or that they are 
Stored in a damp place, so that the loss from evaporation and 
leakage may be reduced to the minimum. 

Under no circumstances may oii be left in barrels exposed to 
the sun. 

The greatest care should be taken to see that oil is not stored 
in proximity to combustible material, such as waste, etc. Dan- 
ger from fire should be carefully guarded against at all times. . 

The person in charge of oil supplies, also those whose duty it 
is to fill lamps, lanterns, torches, etc., should be, so far as their 
duties in that direction are concerned, under the direction of the 
storekeeper, and he should be held responsible therefor; 



SCIENCB OF BAIL WATS; 




DISBURSEMENTS. 77 

Rails. — The inspection of these supplies should be as ri^d 
as the circumstances will permit; but as this inspection in the 
first instance is largely superficial, it should be supplemented by 
careful and minute records of their duration and worth in prac- 
tical use. 

As a rule, material of this kind is bought under contract, 
stipulating that it shall last a certain length of time. 

A record should be kept of the date rails are laid, from whom 
bought, when taken up, character of injury, etc., so that if 
bought under contract it may be enforced and the seller held to 
his agreement. But the record in question should be kept exen 
if rails are not bought under a time contract. 

So far as practicable rails should be inspected when re- 
ceived. They should be carefully counted and their weight de- 
termined. They will not be treated in the. accounts differently 
from other material ; they should be invoiced when shipped, and 
should be charged to the person to whom they are sent. 

When charging rails to repairs or renewals of track, the credit 
for old rails taken up should be made coincidently; in the event 
the wear and tear of the latter is very great,^ allowance should be 
made therefor. In debiting rails to track the total value should 
be charged ; the same rule should be observed as to credits in the 
case of old rails taken up. 

As a general thing, no definite rule can be made in regard 
to the place where rails will be received from the seller. When- 
ever practicable, they should be forwarded to the general store- 
house for inspection and disbursement as required ; but this rule 
will not be observed (if other provision can be made) when at- 
tended with expense. 

In order to facilitate accounting, however, all rails should, in 
the absence of instructions to the contrary, be charged to the 
general storekeeper. If the rails are delivered at some other 
point, they should, nevertheless, be invoiced to him and he 
should take them up in his account of material received. It is 
his duty to invoice the rails to the storekeeper in whose charge 
they are. It is believed that this plan will secure more authentic 
accounting than any other, and it should be observed when other 
provision is not made.* 

The great value of rails and the necessity of the management 
being constantly advised in regard to the quantity on hand, both 
old and new, suggested the form of monthly return f appended 
for furnishing this information. It shows the rails at each mill, 
also those passing to and fro ; also the rails, both old and new, 
not in use, on hand at storehouses and along the line of road ; it 

*The general storekeeper can not be held responsible for the inspection 
or count of material not received immediately by him or by an inspector 
under him. When, therefore, material which is charged to him is delivered 
elsewhere, a competent storekeeper should be delegated to receive it and to 
make a report thereof to him. 

t See Form No. 24, Appendix £, 
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specifies the number of tons and lineal feet of each kind of rail. 
It is intended to be full, accurate and comprehensive, and should 
be made as of the last day of the month. 

The regulations governing old rails are provided for in con- 
nection with scrap. 

Tools, Implements op Common Use, Utensils, Brasses, 
Personal Property, Etc. — The especial need of care in the stor- 
ing and use of these articles is frequently referred to elsewhere. 
Their value, and the fact that they are easily disposed of or are of 
general use, adds to the difficulty of guarding them. The danger 
of loss after passing from the hands of the storekeeper is greater 
than when In his possession, as they are thereafter less carefully 
guarded, unless especial effort is made in this direction. The 
most feasible method that has been suggested of securing proper 
care is to require the possessor to return the old article in every 
case when a new one is needed to take its place. This system of 
exchange has been found to work admirably in the case of 
brasses, reducing the consumption thereof one-third. It should 
be enforced by storekeepers in every direction where it is prac- 
ticable, in the case of tools and articles of common use in the 
hands of employes of a company. When a new article ift re- 
quired to be given out in exchange, the old one should be re- 
turned or a satisfactory explanation given for not returning it. 

In the event articles can not be returned or accounted for, or 
they are injured through the neglect or carelessness of the em- 
ploye, the official of the company immediately in charge should 
fix the amount of compensation, if any, to be paid by the delin- 
quent. 

In the event an employe who has property of a company in 
his possession leaves the service, it should be formally turned 
over to his successor and a receipt taken therefor, which latter 
should be forwarded to the storekeeper so that he may transfer 
the charge on his books. This is the plan that would be observed 
with a cash working fund ; personal property is the same as cash 
to a company. 

Property no longer required for use should be promptly re- 
turned to the storekeeper, and the charge upon the books can- 
celled in accordance therewith. 

Employes using tools, implements and utensils should be re- 
quired, so far as possible, to order uniformly of a particular store- 
keeper. 

Tools used at shops should be under the care of the store- 
keeper or some person designated by him ; he should, so far as 
practicable, distribute them in the morning and receive them 
back at night. Where the facilities allow and the number of 
tools in use justifies the expedient, a place should be set apart 
for storing the tools, a compartment therein being assigned to 
each workman. When the tools are distributed originally to the 
men, a receipt should be taken therefor; on the return of the 
tools at night, this receipt should be given up to the employe; 
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when the tools are required again in the morning, the receipt 
should be delivered again to the storekeeper or custodian of thn 
tools and placed by him in the compartment in lieu thereof, and 
so on. 

Articles in use by trackmen or by isolated gangs of men 
should be in the care of the foreman thereof, whose duty it 
should be to see that every tool is accounted for or the fact cluly 
reported and adjusted. 

Articles used at stations should be in the care of station agents. 

Articles used on trains should be in the care of conductors. 

In distributing brasses, tools and articles of common use, a 
duplicate of the receipt taken therefor should be retained by the 
person receiving the i)roperty so that he may have accurate ac- 
count of the articles charged to him. 

Separate compartments should be provided for the storage of 
these supplies, or if the supply does not warrant this, a cupboard 
or other secure enclosure should be made (especially in the case 
of brasses) which may l)e securely locked. 

A special return* and inventory is required to be made at the 
end of the month of brasses, showing the number of each kind 
on hand at the commencement of the month, the number re- 
ceived during the month and the lumiber on hand at the end of 
the mouth. It should also specify the number of old brasses 
shipped or sent away during the month, and the number on hand 
on the last day of the month. 

The rules aiul regulations governing personal property in the 
hands of employes may be summarized as follows: 

When i>ersonal property is given an employe or officer for 
temporary use, a record of the fact should be kept by the store- 
keeper or official making the disbursement; it is his duty to see 
that the property is returned or duly accounted for when its use 
is no longer required. To enable him to do this intelligently he 
should keep a record book in which to enter transactions of this 
nature, giving in all cases the final disposition of the property. 
The material should be charged to the account upon which it is 
used when it passes into the possession of the employe; when 
returned it should be credited at its then cash value, to the ac- 
count to which it was originally charged. The effect of this will 
be to bring it back into the material account of the company to 
the debit of the storekeeper into whose possession it passes. 
Thereafter it should be treated the same as other material. 

Dining Car Supplies. — The great number of articles used in 
this branch of the service, and their especial value and adaptability 
to the needs of everyone, renders it especially difficult to surround 
their care with adequate safeguards. They require to be guarded 
at all times with the same watchfulness and intelligence that a ven- 
dor of groceries displays in protecting his goods. Access to them 
should be forbidden except to those concerned in the handling of 

* gee Form No. 25» Appendix E, 
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the goodE. The acuouut that is 
niinutu. When ilisbHrseil for it 
ewh kind ot material in detail. 
Storekeepers ahould open an 
Each coDduutor o[ a dining ( 
and supplies furui8lie<l Ills 



t with eai;h dining car. 

T is resiKinsible for the utensils 

It is his duty to see that any 



breaka^a or losses tliat ovuur are accounted for in lUHiordaiice 
with the luBtriiiitions of the ofllclal in charge ot the department. 

An order* should be iua<le by conduutors For the supplies they 
require. Thix order should lie addressed to tiie storekeeper and 
shouhl be cci-tified by the superintendent in charKe. 

At tile close of each trip the conduetor should render to the 
superintendent in charge an itemized return of all cooks' sup- 
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piles, pantry supplies, liquors, ci};ars, chinaware, kitchen equip- 
uiHNt. etc., on liiind at the date of the last return; the nundx^r re- 
ceived since; thcuumbcr delivered up; tlio uiun1>cr destroyed or 
lost; also the niimlicr on )iaud. Tliis return xhould lie carefully 
compared with the previous return and afterward filed away tor 
reference. At least once a month the return should be verified 
liy personal inspection by the storekeeiior. 

The storekeeper Is reiiuired to keep an account showing an 
itemized statement of linen furnished each cjir. At the close of 
each trip the conductor should deliver to him all soiled linen and 
receive in exchan^ therefor i^orrespondingpleces of clean linen. 

The quantity ot linen on each car should be verjHed by the 
storekeeper at the close of each trip to see that it agrees with the 
art lei es charged. 



*8ee Form No. ae. Appendix K. 
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To facilitate accounting a blank is used by conduct':)r8 in 
making requisitions, containing a printed list of articles; oppo- 
site each article the conductor notes the quantity on hand, also 
the quantity he requires. Following this he notes the quantity 
received of the storekeeper in answer to his requisition ; also the 
quantity that he finds it necessary to buy on the line, and, fol- 
lowing, the balance on hand at the close of the trip. The differ- 
ence between the amount of material received and the amount on 
hand at the end of the trip represents the supplies consumed. 
This return affords a clear account of each article. It should be 
filed at the close of the trip with the storekeeper in charge of 
dining car supplies. It is his duty to examine it with the utmost 
care; after doing this, he should insert the cost in the column 
provided opposite the articles. This cost he embraces in his dia- 
tribution of material book where it belongs. 

Method of Treating the Dining Car Service Accounts.— 
Collections on account of this service are not properly credit- 
able to earnings. In many, perhaps the majority, of cases, they 
are more than offset by debits. They may be called receipts, but 
not earnings. A proper disposition of them suggests that 
they be apportioned pro rata at headquarters and among the 
various dining car accounts named below and the balances added 
to or deducted from the proper operating expense accounts. 

In order to properly exploit the accounts, they should be kept 
by storekeepers under api)ropriate headings, — say those named 
below. Accordingly a separate account should be opened with 
each car under each head. Thus the receipts and expenditures 
of every car will be accurately known. At the close of the ac- 
counts thus severally classified, a recapitulation, showing the 
amount charged each car, should follow. 

"Repairs of dining cars."— lender this head the cost of all 
ordinary renewals and repairs of dining cars and furniture and 
fixtures appertaining thereto should be included, the same as 
directed for "Repairs and Renewals of Passenger Cars,'' including 
repairs of the cooking range and utensils, cupboards, tables, etc. 

It does not embrace, however, renewals of china, glassware, 
cutlery, plate, table linen, etc., these items being chargeable 
to "Dining Car Supplies," as hereinafter described. 

"Dining car service." — This account includes the wages of 
the person in charge of dining cars and his assistants, and of 
the conductors, stewards, waiters, cooks, and other employes in 
the operating department of the service, including storekeepers. 

"Dining car supplies." — This account includc^ the cost of 
meats, fish, vegetables, fruits, flour, groceries, wines, liquors, 
cigars, fuel for heating and cooking purposes, oil for lighting 
and lubricating,* crockery, china, glassware, silverware, cutlery, 

* Oil used in lighting dining cars and oil, waste and tallow used .'a 
lubricating dining cars should be charged to " Train supplies and ex- 
penses." "Dining car supplies" should be charged with its proportion a? 
the foregoing expenses on the basis of the relation that the mileage of dinii.g 
oars bears to the total mileage of passenger cars. 

6 
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table linen, napkins, and other supplies furnished the cars. The 
cost of washing the linen used in the cars, including the aprons, 
caps and jackets of the cooks and waiters, is also chargeable to 
this account. 

Scrap. — (old material — material no longer usable.) — 
The care of scrap requires the constant watchfulness of all who 
are in any manner responsible for it. 

Scattered along the road and about the yards of shops, it 
especially invites the attention of those thievishly inclined. 
This fact should be kept in mind and every practicable measure 
taken to reduce the risk to the minimum. This will not be diffi- 
cult if given due attention and systematically prosecuted. 

Not only must tlie scrap be duly guarded, but it should be 
carefully assorted and reassorted with a view to discovering any 
articles that may be used again, or have especial value, and with 
a view to classifying it in such a manner as to secure the best 
price, which latter can not be obtained if sold in the aggregate. 

In order that scrap may be collected at points most desirable 
for disposition and sale, it is made the duty of the official who 
ia to sell it to designate such point or points. All orders of this 
nature, however, should be forwarded through the general store- 
keeper so that perfect concert of action may be maintained. In 
the absence of spec^itic instiuctious in regard to the disposi- 
tion of scrap, as fast as a carload is obtained it should be 
forwarded to the general storehouse, where it should be weighed 
and a return made without delay to the consignor. 

Scrap (except old rails) should be collected daily and assorted 
with a view to determine that which is usable from that which is 
not. 

Scrap should be protected and cared for with the same intelli- 
gence and vigilance as the other supplies of a company. 

In the breaking up of buildings and other structures, the ma- 
terial that is susceptible of further use (i*.*^., usable scrap) should 
be carefully separated from the other and taken into stock and 
placed with supplies of a like nature. 

When the facilities will allow, storekeepers should arrange to 
collect the scrap in stalls or l)ins arranged to accommodate the 
dift'erent classes thereof ; these receptacles should be convenient 
for collecting, watching and shipping. 

Storekeei)er8 should keep a record book in which the daily 
accumulation of scrap should be entered, the amount l)eing shown 
in detail ; also the source from whence derived. This will enable 
proper credit to l)e given. Particulars of all sc^rap shipped away 
should l)e entered in this book. 

Hrass scrap requires to be especially guarded: it should be 
kept under lock and key and when shipped should be similarly 
treated. 

Old engine material should be colN'cted by some person espe- 
cially designated to i)erforni that duty. He should weigh the 
same and designate the account to which credit should be given. 
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In order that due advice may be had of scrap a monthly re- 
turn* should be made to the general storekeeper of the quantity 
at the various storehouses, amount disposed of, how disposed of, 
and such other particulars as he may require. These returns he 
should forward to the official in char^^e of scrap after he is 
through with them. 

It is the duty of storekeepers to see that all old material is 
turned over to them as fast as it accunudates, in order that it may 
be duly accounted for on the books while the facts are known, 
and loss or improper use thereof prevented. 

The bulk of the scrap accumulates about the shops and along 
the track. The difficulty of collecting the fornler is not great 
as it is restricted to narrow limits, and is, moreover, under the 
immediate eye of a storekeeper whose business it is to look after 
such matters. The disposition of old track material is more diffi- 
cult and the liability to loss greater.f 

In shipping scrap it will frequently occur that it will not be 
convenient for a particular storehouse or division to await the 
collection of a carload of old material. To prevent cars being 
only partially loaded, the accumulations of several depots should, 
if possible under such circumstances, be grouped together. The 
scrap should be invoiced to some local storekeei)er, who should 
take it up on his books and add it to the scrap that has accumu- 
lated about his own storehouse; when there are no facilities for 
accurately weighing old material thus transferred, the weight 
may be estimated as in other cases and credit given on the basis 
of such estimate. In the final disposition of the scrap it should 
be invoiced to its destination, there to be reweighed and cor- 
rect returns made to the shipper. 

The method of forwarding scrap outlined in the foregoing 

rule will apply only in cases of partial carloads and is designed 

'to avoid the added cost of shipping small lots, when by bulking 

the accumulations of two or more storehouses full carloads may 

be secured. 

When practicable, cars on their way to the shops to be repaired 
should be used in shipping scrap. 

The old books, papers and records of a company, when no 
longer required, will be treated as scrap and disposed of for the 
benefit of the company ; they should be forwarded (under the 



♦See Form No. 27, Appendix E. 

t The following method should be observed when a more convenient and 
practicable method does not suggest itself: "Each section foreman should 
nave a platform for storing scrap picked up along the road. He will pick up 
every piece of scrap and put it on tne pile at his tool house daily. Any arti- 
cle too large to be placed on his car he will remove on his dump car, or else 
have a way freight train stop long enough to permit him to load it. In this 
way the scattered scrap will be taken care of and saved from loss. Each 
month the road master should start a car on some way freight train for the 
purpose of gathering up scrap at section foremen's houses and at depots, and 
ship it to s jme central point where it mav be assorted, and such articles as are 
fit for use separated from the others; the latter being sent away, while th9 
lormer is redistributed lor use."— jj. Q. BurU 
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direction of the proper officer) to the general storekeeper as In 
otber cases and trea,tetl iti all respects by hfm the satnc as other 

Scrap should be credited to the account to which it was 
charged as material in the llrst Instance. Thus the value of old 
wheels or trucks removed from cars should lie creditetl to the re- 
jiair of the class of cars from which taken. If the jiartii'idnr 
tiling from which the scrap accrues is not i-eijewed or i'e)>litucil 
(ill other words. Is abandoned like a track tiiken up) the 
value of the scrap should bo credited to constnictlon or the 
thing originally charged. Thus, if it car is broken up and is 
not replaced, the scrap which accrues therefrom should be 
credited to rolling stock rather than to repairs. This rule U 
general in its application. 

In reference to old rails and other scrap, It Is the duty of the 
storekeeper to whom it is tiiially (Consigned to weigh each ship- 
ment and make return thereof to the person forwardiu); it; also 
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to give due credit for the amount. A weekly return should also 
be made by him to the otiicial who bus charge of scnip, giving 
the particulars, such as the date of receipt, kind of scrap, number 
of cur, who from, ouantlty, etc.' 

No KcrjpHhouliI bo sold ur exchanged without being wclgheil 
In advance, or iiitcllijrent and projier measures being taken to 
secure acciirato returns Ibcreof. 

A return t should Iw wade inouthly to the proi>er officer of de- 
liveries to rolling mills, s]>eciryiuK the parth-uliirs of each shi|>- 
ment. .Vsit is not always jioKKlbleto asi-enain in advance the 
weight of Hiich (n-rap, mi'sisures fibonld be taken to secure cor- 
rect weights from (he mill. 

In I'pference to Ihc nicthod of bringing wrap upon the bookH 
of thecompany, tbi^ moKt siuiplit and ecoiionncul plan that sug- 
gests itself Is for the! clori'ki'epcr to deduct the value thereof 
frum his charge for Ihecurrent month for new material disbursed; 
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thus, scrap properly creditable to " repairs of freight ears " 
should be deducted from the charge for the month to that ac- 
count, and so on. In this way by reducing his credit the store- 
keeper will, in effect, be charging himself from month to month 
with the amount of scrap received by him, as only the net 
amount charged by him for current exjwnditures is credited by 
the accounting officer. In this way the value of the scrap will be 
brought upon the books without any special entry therefor. 

In the event there is nothing chargeable against a particular 
thing for which there is a credit, an account may still be opened 
with it, and the amount of the credit duly posted thereunder. 

In order to distinguish them quickly all credits should be en- 
tered in red ink. 

Scrap after being brought upon the books, should be treated 
in all respects the same as other material. For instance, if it is 
forwarded to another storehouse it should be invoiced and charged 
in the same way as new material. Or if it is used for any pur- 
pose, it should be charged to the account upon which it is used, 
the same as if it were new. 

The price at which scrap is to be entered on the books should 
be based on the current market rates for such old material. 

When this price is not known, application should be made 
to the proper official for the rate. 

Storekeepers should consult with heads of shops and foremen 
in charge where scrap accumulates and use every precaution to 
see that no errors occur in keeping the record ; that it is duly 
brought upon the books; is charged when used, sold or traded, 
and is invoiced as in other cases when shipped. 

The difficulties that attend the care of and accounting for 
scrap are very great. They are embarrassing to the account- 
ant because of the difficulty of ascertaining the exact quantity 
and price. It is only after it has reached some central place 
that the quantity can be accurately determined. Nevertheless, it 
is intended to make the accounting in connection with scrap as 
correct and comprehensive as in the case of new material. 

DISBURSING MATERIAL. 

The duties of storekeepers in disbursing material correspond 
with those of a bank teller. They are at all times responsible and 
onerous. 

The storekeeper should see: First, that the documents upon 
which supplies are issued are authentic; siH-ond, that the persons 
to whom they are delivered are authorized to receive them; 
third, that the amount issued is reasonable and such as the use to 
which it is to be put requires. 

In the event high priced or expensive articles are ordered for 
any particular purpose where cheaper material would do, the 
attention of the official in charge should be promptly called to 
the matter. 
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The storekeeper exercises an office of trust. His duties are 
also inquisitorial. 

He should take coo;nizaiice of everything connected with the 
handling and use of material; after its delivery by him it is his 
business to look after its proper use and safety so far as prac- 
ticable. 

He should observe the purposes to which it is put and collect 
the remnants left in connection with every piece of work, or see 
that they are duly accounted for. 

He should see that goods are accurately weighed or counted 
when disbursed, and, in order to facilitate easy delivery, they 
should be arranged with this view. 

The quantity of material on hand of each kind should be ade- 
quate to the needs; a happy mean should be observed, avoiding 
extravagance on one hand, or undue risk on the other, by too 
great a reduction of the supply. 

In the event supplies are not promptly furnished upon re- 
quests, the fact should be forthwith reported to the proper offi- 
cer in writing. 

The good of the service requires that the storekeeper in dis- 
bursing material should exercise the utmost watchfulness and 
intelligence; that his work should be performed with methodical 
accuracy and promptness. 

He should not only take cognizance at all times of the use to 
which material is to be put, but consider the probable needs in 
that direction. 

He should be especially watchful and painstaking in those 
cases where material is sold or exchanged. 

He should remember, in such cases, that neglect or omission 
on his i)art to make the necessary charges will occasion loss to 
the extent of such neglect. 

He should see that material sold is charged, item by item, as 
delivered, and that the record thereof is maintained inviolate un- 
til Unally returned to headquarters under the rules and regula- 
lions governing such matters. * 

The duties and responsibilities of storekeepers in connection 
with the disbursement of material can not be adequately defined 
by explicit rules. Some that occur as being fundamental are 
given here. Storekeepers should, however, supplement them by 
such further requirements as the necessities of the service de- 
mand. 

Storekeepers should charge material to the account upon 
which it is used, at the time it is used, even if no invoice has 
been received for it. 



* The same rule applies in regard to labor performed for others. Accu- 
rate account Hhould \ye kept of it and charge made to the utmost farthing. It 
is not generally the policy of railroads to encourage the practice of perform- 
ing labor at shops or elsewhere for others, nor to sell the material of the com- 
pany; when exception is made to the rule, the utmost care should be ob- 
served to see that the person indebted is duly and properly charged. 
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When it is necessary to disburse supplies at ni^ht or in tlie 
absence of the storekeeper, a capable and trustworthy person 
should be selected by liiin to perform the duty. But the store- 
keeper will remain responsible, as in other cases, for the proper 
performance of the duty. 

In order that the disbursement of train and station supplies 
may be intelligently at^complished, 8torekeei>er8 should open an 
account with each person to whom they are furnished, rei*ordin^ 
therein the dates and quantities of the supplies furnished. This 
will enable storekeei)ers to see that sut'li orders are restricted 
within reasonable limits and that supplies are carefully and eco- 
nomically used. A similar rule should also be observed in con- 
nection with stationery, books, blanks, etc. Employes should 
order train and station supplies from a particular storekeeper; 
they should not change from one 8torekeei>er to anotlier. 

Material deliveretl for use in the company's foundries should 
be accounted for by a person especially appointed for the pur- 
pose. Material should be issued by such person only upon orders 
properly signed. A debit and credit account should be kept by 
storekeepers with each foundry, charging them with the cost 
of material and labor used and crediting them with the product 
thereof. An account with a foundry should be of the same gen- 
eral nature as an account with articles in course of manufacture, 
described elsewhere. 

When the nature of the work in paint and upholstery shops 
renders it necessary that a stock of material should he kept in 
such places, it will be the duty of the foreman in charge thereof 
to keep a record of the same, and report daily to the storekeeper 
the amount disbursed. A debit and credit account should be kept 
of such material to prevent neglect or improper use. 

In disbursing material, that which is oldest or most likely to 
deteriorate should l)e used first. 

in shipping material it is desirable to economize as much as 
possible in the use of cars. Thus, when material is shipped in 
small quantities it should, if practicable, he forwarded as way 
freight. Under ordinary circumstances material should be taken 
to the station and way billed the same as other freight. If 
shipped in carloads it may be loaded directly at the storehouse, 
if facilities permit. Full particulars should in every case he 
given agents for billing. 

Care should be exercised in loading material to render its un- 
loading and inspection as easy as ])racticable. 

A memorandum or order* for use of subordinates should be 
used in preparing material for shipment. It is convenient to 
handle, and s|)eciries the articles, date, destination, and other 
necessary details. 

All material should l>e plainly marked or tagged with the 
name and address of the person to whom shipped. Should way 



• See Form No. 30, Appendix E. 
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bills become lost or separateil from the oars, the mark or tag will 
kleutify the material unil secure its being eeiit forward. The 
careful marking or tagging of material is eRpeuially necessary in 
carsgoiiiK to ilifFerentpointji, where the material is liable to be 
misappropriated. If it is impracticable to ta^ each article, a. 
tag should he placed upon one of the articles, and shouhl show 
the number 6f articles in the lot. 

All material requiring it should be weighed, and the weight 
' ' " .... ork, on the request or 



entered by tlie person performing the v 
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order opposite the name of tlie article : the numl)er of the car In 
which material is ahip)>ed should iilso be inserted thereon, an<l a 
dlstlugiiisliing mark placed opposite the niLinc of each article us 
it is loaded. 

C&ra containing compuny's material should l>e sealed and 
plainly marked by card, witli their destination. 

lu [lisbursing oil eH|)eflal cam shonid lie cxcnrised to see that 
it is not extravagantly uxed; if for use on a locomotive, the 
amount delivered should not generally esceed the reiiuircments 
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of a round trip; if for use at a station, a inontirs supply should 
be the maximum amount furnished. 

Local supply depots for lubricatin*!^ cars, supplying trains, 
etc., should be limited to current needs. 

Storekeepers are required to see that the supply of oil is re- 
stricted to the mininumi. without transgressing the bounds of 
safety, so that by frequent and limited disbursement its use may 
be carefully scrutinized. 

To avoid the additional cost of shipping small lots of scrap, 
and in order to secure full (carloads for shipment, the accunmla- 
tions of several storehouses should be grouped together by ar- 
rangement between the storekeepers as directed elsewhere; in 
furtherance of this, scrap should be invoiced to a designated store- 
keeper, who should take it up on his books and add thereto such 
scrap as has accumulated about his own storehouse. 

Scrap should if possible l)e weighed before shipment; it should 
also be reweighed by the receiver, and, if necessary, the invoice 
corrected by the latter. 

For cojivenience in disbursing material, the blank orders of 
foremen and others on storekeepers should be printed and bound 
in small books convenient for the pocket. 

Orders on storekeepers should in every case specify the kind 
and quantity of material and the purpose for which it is needed. 

Orders for tools should be approved by the official superior to 
the person making the order. 

In exchanging old tools for new an order should be procured 
as in other cases. This is necessary as a voucher for the store- 
keeper.* 

No material should be disbursed by storekeepers except upon 
an order properly signed. 

Orders should be scrutinized to see that they are not excessive, 
and in the event they are thought to be so the matter should be 
referred to the proper official. 

When an order has been filled the price of the article should 
be inserted thereon, and the order used in writing up the 
accounts. 

Orders should be carefully filed for preservation and future 
use. 

Classifying Expenditures of Material— Distribution of 
Material. — The charging of material to the thing upon which 
it is used is of the utmost importance. The great amount of 
material used and the diversity of things upon which it is ex- 
pended, render a systematic classification of expenditures neces- 
sary, and unless this classification is governed by minute rules, 
the purpose of an expenditure can only be surmised and all state- 
ments and accounts will be rendered practically valueless for 
purposes of comparison. 



* For additional rules and regulations governing the disbursement of 
tools, brasses and articles of common use, see reference thereto. 
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This last is of tlie greatest importance, as comparative state- 
ments form, in a measure,, the basis of all reliable inquiry and 
investigation by railroads. 

The classification, moreover, should be in sufficient detail to 
enable a management to fix responsibility upon those imme- 
diately responsible and afford at the same time an accurate and 
intelligent history of a company's afl'airs. 

It should be so minute that the cost of a thing and the relative 
economy exercised may be analyzed and judged. 

Furthermore, such subdivisions should be made of standard 
accounts as the enlightenment of officials and employes require. 

In opening accounts, the nature of the disbursement should 
be accurately indicated thereby; also the place or location of the 
expenditure. The details throughout should be so explicit that 
they have only to be studied in order that the scope and purpose 
of the expenditure may be accurately understood. 

So far as the exigencies of accounts will permit, without un- 
due expense, it is designed that everything that enters into the 
cost of a thing should be charged thereto. Thus, the cost of 
handling material, the outlay for the construction or repair of a 
buildingf platform, yard, fence, bridge, culvert, engine or car 
should so far as practicable be charged thereto. When, however, 
the expense of accounting is greatly increased by too minute a 
subdivision of expenses, and the value of the information thus 
obtained is not commensurate with the outlay, it should not be 
attempted. 

Accounts should in every case be based on their value as a 
source of information and their necessity as a check; they are 
justifiable only so far as they are necessary; anything outside of 
this is wasteful, extravagant and unjustifiable.* 

in addition to the expenditures of a company for operating, 
construction, manufacturing and similar outlays, more or less 
work is performed for others for which a (company is entitled 
to receive pay. Accounts are rc(iuired to be kept of all such ex- 
l>enditur('S so that they may be brought to the notice of the ac- 
counting and financial ofiicers of a com])any, in order that the 
same may be duly and clearly recorded and the amount collected. 

In order that all these th in. urs may be successfully accomplished 
without confusion or fuilnrc. it is of the greatest importance that 
those who have the haiulling of and accounting for material 
should be famfliar with the various classifications of a com- 

* It Is the desifjrn of the system of acoounts embodied herein, as ex- 
plained eNewhere, to red'ice the expense of aocountinp: to the minimum; 
to make the primary clerical work necessary to be expen«led in compiling 
returns for labor and material answer the purposes of all the various 
oflices, departments an<l branches of the service in'erested therein; to 
avoid duplication of clerical labor in the <lifrerent ofhccs and departments 
through which information Hows: to afl'onl the maximum amount of in- 
formation at the minimum cost; to reduce the cost of accounting, in fact, 
to the last cent comj>atible with accuracy and permanency of record, and 
such classification of accounts as the interests of a company and the 
necessities of managers require. 
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pany, and the machinery by which they are carried into eff et^t ; 
also the general and speoilic objectH that such class! fit^atipiiH and 
accounts are designed to accomplish. This recpiircs that they 
should not only study the mechanical appliances hut the theory 
and principles that the blank forms are intended to carry out. 
This study will ena])le them to perform their work intelligently 
and will sharpen theii- appreciation of its needs, so that l>etter 
knowledge of the conduct of accounts and greater elliciency 
therein will grow out of it. 

In order to classify the expenses systematically and preserve 
a clear and permanent record of the same, distribution books are 
provided.* Accounts are to be opened in these for each expend- 
iture having a separate identity in the classified list, such ac- 
counts being entered in their due order and sequence, care being 
taken in every case to use the designation prescribed by the rules 
governing the same. 

In writing up. the accounts, the record throughout should l^e 
so clear an exposition of the subject that it may be fully under- 
stood and analyzed without correspondence or further reference 
to the person making it. Thus, the items of each account should 
be given, including description of material disbursed, quantity 
or weight, price and amount for each separately ; also the total 
cost or aggregate of all the items. 

In giving the name of an account, especial care should be 
taken to make it so explicit and clear that it may be easily iden- 
tified, and details of cost easily collected from the various books 
in which it is mentioned. 

In classifying expenditures it should be understood that the 
work is not to be performed at random in any instance, but ac- 
cording to preconceived rules and regulations; if the disposition 
of an expense is not known or not clearly indicated by an analo- 
gous account, information should be asked of the accounting ofli- 
cer; this will not only insure uniformity, but will also enable the 
company to supply omissions or correct inaccuracies in its classi- 
fication. 

In the majority of cases material and labor disbursed are 
chargeable to a particular thing. It will frequently occur, how- 
ever, that the disbursement must be distributed amongst sev- 
eral accounts; this should be done according to the benefit de- 
rived. This division will be necessary in the case of the wages 
of timekeepers, storekeepers and their assistants, laborers em- 
ployed upon general work about shops and others. ( -ommon ex - 
penditures of this nature require to be apportioned according to 
the specific benefit they confer. Thus, if for a given amount of 
labor or material a particular account derives benefit therefrom 
equal to sixty per cent, of the cost of such labor or material and 
another account forty per cent., the apportionment between them 

* These distribution books are written up by the person who disburses 
the material or in the office of the official to whom returns thereof are 
sent, as specifically directed in each case. 
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should be on that baaU. When the exact degree of benefit can 
not be ascertaiuetl. the division should he sui:h as is practicabie 
and ill harmony with the facts.* Spcolfiu referenue may be made 
here to a few partieular supplies. They will illustrate tiie whole. 
Thus, tor Blossburg and furuaee coal and coko used at shops for 
various aucounts, an estimate sliould be made of the amount thus 




iiHe<l per honr by each furnace, forgo or steam hammer and the 
expenditure ileblted on mn-h liusis to the work in progreBB ; when 
co;il in usod by u partli'ulir perwou it should, if |)OBaible, be pro- 
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rated among the accounts upon which he is engaged upon the 
basis of the time occupied by him.* 

In attempting to apportion common expenses to particular 
engines, cars and other accounts, the most equitable basis, in the 
absence of definite instruction, should be used. 

The foregoing will suffice in tliis place. The subject is so ex- 
tended that it is impossible to do more than generalize. Expend- 
itures are so variable that they can not be named in detail. Pro- 
vision should be made based on the peculiar exigencies of the 
case. Only general principles can be laid down for the guidance 
of those who have charge of matters of this kind. Good sense, 
fairness and practicability must govern. 

General Distribution op Material BooK.t— This is a 
history which the storekeeper returns to the accounting officer 
of the material received and disbursed by him during the 
month. 

It is an account in detail written up on the ground by the per- 
son who receives, cares for and dislmrses the material. 

It is at once simple, comprehensive and inexpensive. 

It contains all the details, under specific heads, of material re- 
ceived and shipped away ; also details, under classified heads, of 
material expended, including that used in the manufacture of 
articles; also accounts with those to whom material is sold or 
traded. Finally, all the accounts are summarized and recapitu- 
lated at the close, so that they may be scanned at a glance, and 
the aggregates posted upon the general books at the headquarters 
of a company, f 

The questions attending the economical and proper use of ma- 
terial are of tlie greatest importance, and in order that they may 
be understood and intelligently studied, accounts are so classified 
as to aff'ord an accurate and intelligent digest of disbursements 
in the aggregate and in detail. The distribution of material book 
is intended to facilitate this; it is written up from day to day as 
each expenditure occurs. 

It is intended to embrace a faithful record of material re- 
ceived, sold, shipped, manufactured and disbursed. 

It is required to be sent to the accounting officer by each 
storekeeper at the time specified after the close of the month. A 
distribution book is also returned by the purchasing agent, em- 
bracing all material purchased by him and material invoiced by 



* A debit and credit account should be kept at shops with coal and coke 
in order the more acurately to determine the disposition thereof. 

t See Form No. 31, Appendix E . The word " distribution " will be under. 
stQod to mean the charginpr of an outlay to the thing upon which it was ex- 
pended. Thus, a distribution book is a book in which charges are made 
asrainst various things according to the facts. 

JThe accounts on this return are written up on loose blanks by store- 
keepers. At the close of the month these blanks are arranged in the order 
prescribed, and are then bound together by a simple device, thus constituting 
a book. An impression is t^keu of each sneet by the storekeeper before bino- 
ing the sheets together. 
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him to storekeepers ; another return is rendered, being a summar- 
ization of vouchers in favor of individuals, and so on. 

In order that the method of writing up the distribution of 
material book shall be uniform, and that clearness shall be ob- 
served and the utmost economy exercised consistent therewith, 
accounts should be opened in it in the order hereafter designated. 
They are intended to come in their natural order, and it is de- 
signed that the history of each should be so clear and minute as 
to enable the officials of a company to understand fully each 
account without referring back to the person writing the book ; 
this will not be difficult if care is displayed. 

The accompanying rules and regulations, it is to be observed, 
are not intended to be exhaustive, but like others contained in 
this book, are designed rather to stimulate the ingenuity and 
skill of those interested than satisfy them with their complete- 
ness. 

So far as rules are laid down they should be observed, but 
they are intended to be supplemented by the minute appliances 
and devices that occur in the experience of each storekeeper, 
and that help to make his work simple, clear and cheap. 

In reference to details, the date of the receipt, shipment or use 
of material is in every case to be inserted in the body of the 
account. 

Under the head of "material received" the date of each 
invoice is to be given ; also the name of the firm or storehouse 
from which the material was received. 

In entering invoices the amount thereof should be given in 
the first money column; only the aggregate amount of all in- 
voices should be carried into the second money column. 

Accounts should be opened in the order named. 

" Material received from purchasing agent."* — Under this head 
should be entered in detail all invoices of material purchased, 
charged to the storekeeper rendering the book. 

''Material received from storehouses."— Under this head 
should be entered all invoices of material received from the 
storehouses of a company, an account being opened with each 
storehouse from which material has been received. 

"^laterial forwarded to storehouses." — Under this head should 
l)e entered all invoices of material forwarded to storehouses of 
a company, an account being opened with each storehouse to 
which material has l)een forwarded. 

Precautions will l)e adopted to make the account of material 
reported forwarded to any given storehouse agree exactly with 
the amount of material received bv such storehouse. To insure 
this the storekceiKM- who forwards the material should notify the 
receiving storekeei)er on the evening of the twenty-fifth day of 
the month, of the amount of material invoiced and charged to 
him. if this is done abundance of time will be given for re-ex- 

*Qr the official who makes purchases. 
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amining and correcting the books before they are sent to head- 
quarters in the event it is found that the accounts of the for- 
warding and receiving storekeepers do not agree. 

"Vouchers chargeable to storekeepers'' — All vouchers that 
emanate from superintendents, civil engineers, storekeepers 
and others who keep a distrirmtion of material book, they should 
enter upon such book under this head. The amount of the 
vouchers thus entered are a debit to the material account of the 
Htorekeei)er returning the distribution of material book and the 
total amount of same should be carried to the final recapitulation 
under the head of ''''Material— Vouchers'" in red ink. All vouch- 
ers entered as above should be apportioned on the distribution 
book to the accounts to which they lK»long.* All vouchers 
entered on the distribution book should be stamped by the store- 
keeper. This stampt is an evidence to the auditing officer that 
the storekeeper has entered the voucher, and is his authority for 
charging the same to him under the head of "Material — Vouchers," 
thus offsetting the credit given that account through the dia- 
tribution book. 

Following the foregoing, the accounts upon which material 
has been disbursed should be arranged in the distribution of 
material book in their order. J 

Under the oi)erating or construction account to which a dis- 
bursement is xhargetible, a sub-account should be opened for 
each bridge, culvert, viaduct, building, dock, wharf, ferry boat, 
locomotive, stock yard or dining car embodied in it. 

"Various persons accounts." — A separate account should be 
opened under this head with each individual, firm or corpora- 
tion against whom a charge has been incurred. The amounts 
thus entered should be deducted from the accounts entitled to 
credit therefor. The amount charged to various persons account 
should, in conclusion, be carried to the final recapitulation under 
the head of " Material — Various persons" as a debit, in black ink. 
Each bill entered should be stamped by the storekeeper; this 
stamp is an authorization to the auditing officer to credit the 
storekeeper under the head of " Material — Various persons," 



* Thus, if to pay for a cow killed, the amount would be entered under the 
head of "Vouchers chareeable to storekeepers;" also under the head of 
*' Damage to property and cattle." 



ENTERED IN 
July, 18 
Storekeeper Western Div. 



X\. Operating expense accounts in their order. 3. Rebuilding ac- 
counts, the dififerent classes of structures of this kind being entered in the 
order in which they are named in the list of operating expenses. 8. Con- 
struction accounts in their order. 4. Material manufactured by a company. 
6 Coal. 6 Wood. 7. Various persons accounts. 8. Miscellaneous ac- 
counts. Recapitulation of material received and forwarded. 10, Final 
recapitulation. 
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In order to ilii^Uuguiali creiliC entriex at » glance, they should 
be made in red iuk ; If deductible from any account they should 
be made from the total thereof, only the balance being carried 
forward into the recapitulation. 

In caae u uredit exceeds the debit the credit should be car- 
ried into the recapitulation in reil i[ik anil deducted tlieref roiii. 

Tlie amount entered as the total footings of the I'ecapitulation 
will be the difference between the debits and the credits, and con- 
stitutes a net credit or debit, as tiie case may be, to the mat«rial 
account of the storekeeper returning the distribution book. 




Csrrlage In Persis. 



Oil, Waste a 



—Material distributed to foremen 



as a, rule, be charged to the proper cxjwuBe iiciuunt ut the time it 
is issncil. as it is impossible to k<;cp track of It tliereiifter. 

in onlcr to facilitate tlie ap|Kirtlonment of oil, waHte and tal- 
low to tlm several locomotives using tlic name, accounts will be 
kept with that view. 

Orders for oil, waste and tallow eliould be entered <Iaily on 
what Ik known as a "Daily record of oil, waste and tullow de- 
livered to locomotives,"" 

For convenience in accounting, the tminbers of engines should 
be eiitere<l on this fonn in consecutive order, 

•See Form No, 32, Appenillx S, 
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In the case of oil. waste and tallow delivered to locomotives 
the actual amount used by each engine is charged to it. 

This is not practicable in the case of waste delivered to 
wipers; in order to deterniinii this it is assumed that the amount 
consumed by each locomotive bears the same proportion to the 
total cost of waste used that the number of times each 
engine is wiped bears to the total numl)er of times all locomo- 
tives are wiped.* J n order to obtain this information, a return 
should be made to the storekeeper of the numljcr of engines 
wiped daily. 

At the end of the month the waste use<l by wipers should be 
apportioned to the several en*i;ines on till* basis uuMitioned. The 
record should then be footed and the totals carried to a monthly 
statement which is a recapitulation of the daily record of oil, 
waste and tallow delivered to locomotives. t The footings of this 
last named statement should be carried to the distribution of 
material book and there treated as other meterial. 

Oil and waste used in repairing locomotives is charged 
directly to such repairs. 

Aft«r the storekeej^er is through with the daily record and 
monthly statement of oil. waste and tallow delivt^-ed to locomo- 
tives, they are used in compiling the locomotive report. 

STATIONEKY and PKINTINir AM> STATION SUPl^LIKS.— The 

multitudinous number of items embraced under these heads, 
many of which amount only to the fractional part of a cent 
(when charged in detail, as the consumption occurs), together 
with the great expense that would attend any attempt to 
charge each it«m as consumed, renders it advisable to adopt a 
different method of accounting from that in force for other 
material. 

The cheapest and simplest method that suggests itself is to 
charge disbursements of this kind as they are audited for pay- 
ment directly to the item of expense that they affect, and at the 
end of the year charge or credit such account as the inventory 
(for this class of material) shows the balance to be over or under 
the amount on hand at the commencement of the year. This 
course should accordingly be followed except in the case 
of stationery forwarded to shops, which should be invoiced 
the same as other material to the storekeeper thereof and taken 
up by him on his books and distributed the same as other 
material. 

The cost of oil for lights at stations, also miscellaneous sup- 
plies sent them, should be charged to the account upon which 
they are to be expended at the time the material is forwarded by 
the storekeeper. 

The petty supplies taken out of store for maintenance and 
operation of telegraph should also be charged to the account 



* This is. of course, a mere supposition, 
t See Form No 33, Appendix £. 
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upon which expended in the month in which such supplies are 
withdrawn from store. * 

Articles Manufactured by a Company.— An account is 
required to be opened upon the record book at storehouses with 
articles manufactured at the shop connected therewith. 

An account should be opened with each article or group of 
articles; it should be charged with all labor, material and ex- 
pense incurred so that the actual cost may be known. 

In order that the company may not be deceived in regard to 
its ability to manufacture cheaply, the utmost care should be 
taken to see that every species of material or scrap that enters 
into the cost of a thing, every expense incurred on account of it, 
including transportation, handling, etc.. ah^o expenses for super- 
intendence, wages of storekeepers, timekeepers, laborers, etc., are 
properly computed and charged. 

If machinery and tools used in the manufacture of articles are 
bought for such purpose, and are not used for any other purpose, 
then the wear and tear of such machinerv and tools should be 
added to the cost of the article manufactured; when, however, 
the manufacture of an article is inci'!ental merely (to economize 
time and the use of machinery), the we'ar and tear of the latter 
will be charged .-is in other cases. 

As directed, a separate account should be opened with each 
article or lot manufactured. At the end of the month these 
amounts should be entered in detail upon the distribution of 
material book under the general head of " articles manufactured 
by the company."' The storekeeper thus making return should 
not be credited by the accounting officer with the amount, as he 
iflinthe case of other expenditures; the eft'ect would be to add 
the amount, whatever it might be, to the debit balance of the store- 
keei^r. He should therefore take up the articles manufactured 
into his stock when completed, the same as articles purchased, 
and when using or shipping the same be particular to see that the 
full cost is charged, as in other cases. 

The number of accounts that will arise in connection with the 
manufacture of material can not be told. More or less work of 
this nature will be unavoidable, as in the case of material pur- 
chased by a company and requiring to be adapted to its wants 
before being used, such as fitting wheels to axles, etc. In the 
latter case the expenses incurred in adapting the article to the 
use to which it is to l>e put should be charged as a part of the 
cost thereof. 

The following details should be observed in accounting for 
material manufactured by a company: 

Requests for the manufacture of articles should be made by or 
through the storekeeper. 

* There is no objection to treating: stationery, liffhts at stations and petty 
station supplies the same as other material, i. e.% cnarge it to operating ex- 
penses, only when actually consumed, except the coflt oC a^scoimtinff suQl; 

method would involve. 
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The request should l)e made in quadruplex form. 

Two copies should Ikj sent to the head of the shop; one of these 
he should retain, the other he should approve and deliver to the 
foreman who has charge of the work. The other two copies 
should be used by the material clerk and in the storekeeper's 
office, respectively. 

A lot number should be assigned to each article or group of 
articles manufactured. 

When the article is manufactured, the head of the shop should 
notify the storekeeper that it is at his disposal. Any surplus 
material that may have been charged to the account should be 
entered in detail on this notice. 

The order to manufacture should have the lot number inserted. 

All expenditures should be charged to this number; this will 
save much clerical work. 

When work is completed, the order given to the foreman to 
perform the same should be returned. 

The date of the return of this order should be stamped thereon. 

A proper charge should be made in every case for wages of 
storekeepers, timekeepers, fuel, etc., as already explained. 

A debit and credit account should be opened with articles 
in course of manufacture and an inventory taken thereof each 
month, and the account adjusted thereto. 

Contrary to the rule requiring articles in course of manu- 
facture to be embraced on the distribution of material book 
under the head of *' articles manufactured by the company," an 
exception should be made in the case of equipment; a separate 
account should be opened with each locomotive, car or group of 
cars constructed or rebuilt; also with each building or structure 
that is being constructed or rebuilt. If the account is an opera- 
ting expense it should be transferred at the close of the month 
to the general account covered by it, as already directed else- 
where; if it represents a construction item, it should be so 
designated. 

The class of material to be grouped under the general head of 
"articles manufactured by the company" on the distribution of 
material book is intended to embrace portable articles, pieces of 
machinery, castings and implements for use about shops, stations, 
trains, etc., in contradistinction to locomotives, cars, buildings, 
bridges and kindred structures. 

Track Material.— (material and labor.)— The conditions 
under which roadway and track material is stored and dis- 
bursed differ so greatly from other disbursements that dif- 
ferent forms are required. In accounting for material at store- 
houses the returns are made by practiced accountants, while 
in the disbursement of track labor and material the returns are 
made by track foremen. The meager facilities that the latter 
possess render it necessary to simplify the methods employed as 
much as possible and reduce the labor connected therewith to the 
lowest possible point. 
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Eauli track foreman is requirei) to make return of the labor 
he employs and the material he receives and disburses. 

It is designed that thede returns should be sent to some cen- 
tral olHce on eaeli line or division (^ay, the superintendent's) to 
be there examined and aD;o;''e;;»ted. 

The person who thus si'oups these accounts is termed the 



charged with all material that ho makes return of, 
whether for track or for bridges and buildings, and receives 
credit for all that he disburses. 

He is expected to make the same returns as other store- 




■Carriage In Alexandria. 

He also uses the sime form of dintribntjon book for labor and 
mat«rlat that Is used by storckcei>ors at sliops. 

The books used by trauk foremen, from which the storekeeper 
compiles his returns, are very 8iiD|)lc; the labor book, as ex- 
plained elsewhere, con templates a careful classilication, anil is so 
arranged as to rednue the clerical work to the roiuimum arid yet 
aflord all the information that is necessary to a full and com- 
plete understanding of track work. 

The distribution of material book used by track foremen is 
also very simple.* The articles are printed in the book so that 
all the foreman has to do is tu iiiNert tho quautity received, used 

■Bee Appendix D. 



DIFiBXmSEMENTS. 101 

< 

and on hand opposite the name. The name of the account to 
which material is chargeable is also provided for, so that it 
does not need to be written in; all that it is necessary for him to 
do is to enter the amount of material consumed, under the proper 
head. 

In the event, ho wever, articles are expended upon o!)ject8 out- 
side of the track department, it is necessary to formally insert 
the name of the account. 

The distribution of material book used by track foremen, like 
the distribution book for track labor, contains all the directions 
necessary to be observed; it provides specifically for material 
received, material expended on repairs of roadway and track and 
for rails and ties ; also for construction of sidings, for material 
shipped away, and for material and tools on hand at the end of 
the month. It is complete and embraces all the accounts with 
which foremen are likely to have anything to do. 

In order to sum up the account of track material in the hands of 
section foremen, it is necessary that the storekeeper in charge 
should keep a record book, in which he should enter the material 
received upon tlie division and the number of the section to 
which forwarded. The purpose of this book is the same as the 
record book kept at the storehouse; at the close of the month it 
should be compared with the details of material received by the 
various section foremen and in this way verified. From it the 
storekeeper should be able to secure the prices needed. In fur- 
ther explanation of this book it may be said that its pur- 
pose is to enable the official in charge to keep himself advised of 
all material he receives and to whom it is shipped, the quantities 
of each kind of material on hand and where located, and 
the quantities that are used from month to month, and upon 
what used. He thus possesses all the information necessary to 
enable him to exercise a wise supervision over these disburse- 
ments, and to curtail them so far as accurate knowledge of 
accounts permits. 

Material shipped to a division for use in the track should be 
invoiced to the storekeeper of such division. Any expense in- 
curred in repairing track tools for a division should also be 
invoiced to the storekeeper thereof. Nothing should be charged 
to track expenses except through the storekeepers in charge 
thereof. 

Fuel. — The necessity of exercising the utmost intelligence 
and watchfulness in the care of the general supplies of a road to 
prevent their waste or misappropriation, suggests itself with 
redoubled force in connection with fuel. 

The universal use of this article makes its proper protection 
exceedingly difficult. The theft of fuel from a particular sta- 
tion or train may not be great, but the aggregate on the road 
thus filched is enormous unless the most painstaking and intel- 
ligent effort is made at all times to prevent it and to punish those 
who practice it. 
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The duties of the storekeeper in this direction are arduous 
and at all times unsatisfactory because of the difficulty of enforc- 
ing necessary safeguards without incurring expense out of pro- 
portion, frequently, to the object attained. 

These difficulties attending the care of fuel suggest the neces- 
sity of isolating it as far as possible and of preventing access 
to it of all except those who use it for the company; this is 
rendered less difficult than formerly on account of the appliances 
that have been introduced for storing and handling supplies of 
this nature, but until fuel (while in process of transportation 
and in store) can be placed under lock and key, the danger of its 
being stolen will be constant, and will need to be met with 
watchfulness on the part of those who have it in charge. 

Fuel is the most difficult of all material to care for, and the 
magnitude of the sum involved (about fourteen per cent, of the 
expenses of a company) demands that the accounting connected 
therewith should be characterized by such intelligent and far- 
reaching methods as will secure the most satisfactory results. 

The deterioration in quality of both wood and coal is continu- 
ous from the time it comes into the possession of a company until 
used. The extent of this deterioration depends largely on the 
manner in which it is stored; if exposed to the influence of the 
weather, deterioration will be marked and rapid. This fact 
should impress upon those who have charge of fuel the impor- 
tance of keeping the supply on hand as small as is consistent with 
safety and of exercising the greatest care possible in storing. 

Not only should care be exercised to prevent misappropria- 
tion of fuel and its waste by improper care or unnecessary expos- 
ure, but every practicable device consistent with good business 
usage should be at all times enforced to secure the economical 
use thereof. 

In furtherance of this purpose, careful comparisons should be 
made of the fuel used on different locomotives for the same month 
and for the same line and for different lines. Comparisons 
should also be made of the consumption of the same locomotive 
for different months. Similar comparisons should be made of 
fuel used at stations, in cars, and elsewhere; wherever, in fact, 
conditions are similar or the zeal of employes is likely to be in- 
creased thereby. 

The following specific rules and regulations suggest them- 
selves in connection with fuel. They do not cover the ground in 
detail, and are intended to be supplemented by those in (charge 
with such further rules and regulations as the circumstances in 
each case require. 

Two accounts should be kept by the company for fuel : one 
for coal and one for wood; charges should be made in accordance 
therewith. 

Fuel stored at roundhouses and shops for use on locomotives 
and cars should be kept in the fuel account and. so far as the ac- 
counting is concerned, should be treated in the same manner as 
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coal stored for like purposes at stations along the line ; fuel at 
shops, however, for stationary engines, heating purposes, black- 
smiths, tinsmiths, boilermakers and for similar purposes, should 
be taken up on the stock book and distribution of material book, 
and treated the same as material, and so embodied in the returns. 

Fuel should be charged with the first cost, the cost of trans- 
portation to the point of delivery on the line of a company 
(when there is any charge on such account), the cost of loading, 
unloading into store, arranging, inspecting and watcbing; the 
cost of sawing and piling wood; and, finally, the expense in- 
curred in preventing and putting out fires. 

Fuel brought forward from a preceding year, and appearing 
in the inventory for such year, should be (ibarged, wben ex- 
pended, like other material, at tbe price iit which it appears in 
such inventory. 

The cost of unloading fuel into chutes (for transfer to tbe en- 
gine tender) should, in the absence of instructions, he charged 
directly to fuel for locomotives. 

The following rules in reference to coal accounts are neces- 
sary: 




Woman Pulling Coal to Mouth of Pit, England, A. D. 1800. 

Parties from whom coal is purchased should render theofiicial 
who purchases daily invoices of deliveries, showing date, car 
number, actual weight, where delivered, and the cost for each car 
of coal. 

These invoices or copies thereof should be sent daily by the 
purchasing agent to the general storekeeper or official who keeps 
the fuel account, to be by him compared with the statements of 
receipts rendered by agents ; afterward they should be entered in 
the fuel received book, signed and returned to the purchasing agent. 

A statement should be required at the end of every month 
from all who furnish coal; it should give the particulars em- 
braced in the daily reports, and should include all coal delivered 
or shipped during tbe month; also shipments brought forward 
from the preceding month, not accounted for in such month. 
The bill for the coal should accompany this report. 

Coal not actually received on theeveningof the last day of the 
month should be carried forward into the succeeding month's bill. 

In way billing fuel, the quantity in tons or cords should in all 
casefe be inserted so as to afford everyone interested the necessary 
data for making returns thereof and otherwise keeping the ac- 
counts correctly. 
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For the purpose of keeping the oQicer in charge of fuel ad- 
vised of the supply ou haud, etc., agents at stations where con- 
tractors make their delivery should report daily the disposition 
made of the coal, ^. e., the points to which shipped, quantity, etc. 

On the last day of each month agents who receive coal directly 
from contractors should make an itemized return * of all coal re- 
ceived during the month. It should specify the date of receipt, 
name of contractor delivering, number of car, and amount of ad- 
vanced charges, if any. If the coal is weighed by the agent (and 
it should be where there are track scales) the weight as ascer- 
tained by him should be inserted; if not weighed by him, the 
weight as advised should be reported. The return should also 
specify the name of the station to which each car was forwarded. 

Agents at stations where coal is kept in store for future use or 
present distribution should make a detailed return * each month 
of all coal received by them. It should specify the date of re- 
ceipt, number of car, weight of coal and where from. 

The monthly accounts returned by contractors should be ver- 
ified by careful comparison with the monthly returns made by 
agents. The correctness of these returns should in turn be con- 
firmed by the monthly returns from other agents of coal received 
by them, by the amount of coal consumed at the point of deliv- 
ery, and, finally, by the balance on hand at the point of delivery 
less the amount brought forward from the previous account. 

The following rules and regulations should be observed in re- 
gard to wood in the absence of instructions to the contrary : 

Cord wood delivered to a company should be piled in con- 
formity with its official specifications. 

After inspection, the number and length of the rank (pile) 
should be plainly marked with paint upon each end of the tier, 
by the inspector. 

The ends of several sticks in the rank (say three or four to 
each cord) should also be plainly marked with paint with the 
number of the rank. 

Hanks should be numbered consecutively, commencing with 
No. 1 for each station, and so on to the next station. 

At the time of inspection the inspector should note accurately 
in his record book : First, the name and address of the person 
delivering the wood: second, the exact location of the wood, i. e., 
the place, which side of the track, and how far from the track ; 
third, the number of the rank; fourth, the length, height and 
width of the rank, also the dockage, if any; fifth, the number of 
cords of wood in the rank; sixth, the kind of wood, as hard or 
soft, specifying it by name in each instance. 

F^uel inspectors should make a return f to the purchasing 
agent of wood measured by them; a duplicate of this should be 
sent to the general storekeeper, or official who keeps the fuel 



♦ See Form No. 34, Appendix E. 
fSee Form No. 35, Appendix £. 
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acGOuntH, to be used by bini in verifying fiivoiccM for wood pur- 
chased, and in r()inpilin<>; t)i(> accounts. The fact tliat payment 
for wood in baned upon tlH'Ke rctnrnH wbould ennure the litinoHt 
care upon tlu^ part of iiiMpoctorH. 

Tlie ftpei'i Ileal ions und(M' widcli wood is purehasod KhoiiUl bo 
critically complies! witli. 

If a rank Ih not of full height, or not cut the full length, or 
not compactly piled as recpnred by Hpecincatioim. iuHpectorH 
should take co^idzance of hucIi dirtt^repancieH, returning only the 
actual amount. 

If the Hi/<^ manufacture or (piality of the wood Ih not fully up 
to the re(piircments, or if pil<'d with intention to defraud the 
company, tlie owikm* mIiouM b<> compelled to aMMort the wood and 
rcpile it. 

A^entH at Htatioim where wood in inspected Hhould be made 
accountable; for it after inspection. They should, therefore, l>o 
on hand at the time of inspection to verify it, generally, as to 
quantity, etc. 

An account sliould be opened by the general storekeeper 
with eat^b rank, in the form and manner described above for the 
inspector's n^port. 

A fuel record book should be kept in which the reports of 
inspe(^tors should be minutely transcril)ed before bein^ placed on 
file. In this way clearness and contlmilty of statement are assured. 

When a rank or part of a rank is transferred, a report* of the 
removal should forthwith be made to the ij^eneral storekeeper 
by the person in cthar^e. This report should specify the <hite of 
its removal, the number of tin? rank, or if oidy moved in part, 
what particular part was taken. It should also show the number 
of cords and tlie point to whi(;l) shipped; these should a^^ree 
with the way billing. 

Thenuml)er of cords and the ])lace of delivery should also bo 
shown upon the monthly fu(d return.f 

Agents should embody in their fuel accounts all fuel received 
at their stations, reportin«( the same in tlie manner provided 
when used, shipped, or, if wood, when sawed. 

To be able to rendin* a (!orrect acu^ount of wood sawed, it is of 
the utmost im])ortan(;e that a faitiiful aircount should bo kept of 
the cpiantity of unsawed wood located at the different points on 
the line of a road. 

Agents are, therefore, required to nnike a special report each 
month, of the quantity of wood sawed at their several stations. 

When the; wood that is sawed is taken from the ranks, as 
ori|)^inal]y inspet^ted, the number of each rank and the amount 
sawed should be reported; when the whole rank Is sawed in the 
same month the compensation of the wood sawyer should be 
based on the orijj;inal measurement of tho inspector. When the 



♦See Form No. .%, Appendix E. 
t See Form No. IM, Appendix £. 
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wood is not arranged in ranks (as Inspected) but is piled Itidh- 
(:ri(ninate)y (as unloaded by the wood train gang) agents slioiiid 
make an approximate report of the quantity sawed. Wlion the 
sawing is i^oinpleted, if the whole amount ou liand has been 
sawetl, the amount that lias been reported sawed should be 
deducted from the total amount on hand at the ntation; the 
balance will be the amount that should be embraced in the final 
report for wood sawed. 




CftiTiage 



The actual amount of wood sawed should always be reported 
when liie siime can lie ascertained. 

Estimates should ho made only for sucli quantities as can not 
be doliniteiy known until the completion of the work. 

Seasonable notice slioulil be given wlienever wood located 
between stations is to he sawed, so that an ugeut or inspector 
raay be on the ground to make a report of the quantity saweil. 
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wood sawed by them; but the Rame should oon form to the amount 
as shown by the record kept in the ottWv of the former. Error-* 
and inconKiKtenoicH nhould in every ease be located and correcte<l 
before voucliers are paHHed for payment. 

Where wood Ih located on the line at a point remote from 
stations it should Im; crlmr^ed to the station most convenient to it, 
and the a^ent at tiiat ])oint nliouhl take it into his aci'ounts and 
make returns for it when it is disbursed or moved away. 

FuKL liETUKNS. — l*eculiar circumstances arise in (M)nnection 
with the accounting for fuel not noticeable in connection with 
other material. The latter is stored at a few centnd points under 
the charge of storekeepers who attend to its receij)t, care and 
disbursement, and who make return of tin; same as describetl 
elsewhere. Their facilities for performing the work are easy, 
convenient and sim])le. 'I'lie keeping of the fuel act^ounts, on the 
other hand, is performed by men. in most instamres, who are oc- 
cupied lar|i;ely with other duties. 'I'he result is that the same 
thoroughness and aircuracy is not observi'd in the one case as in the 
other. It is also a fact, moreover, that fuel can not Im; measured 
with the same accuracy as other nuiterial; this renders it still 
more ditncult to secure satisfactory a<H;ountin^. 

The blank forms for reporting fuel are adapted to the par- 
ticular circumstances under which such a(u>ounts are rendered, 
especial effort bein^ diret^ted to their simplification; to make the 
work as li|i;ht as possible and at the same time atVord an accurate 
digest of fuel received and disbursed. It is not necessary to 
enter into any desi^ription here of the particular accounts that 
are to be opened of fuel disbursed on the general fuel report. 
They should harmonize with the list of operating and con- 
struction an<l other necessary accounts; in other words, the re- 
turns for fuel disbursed should be apportioned under projwr 
headings, so that the n^cipient of these returns may from them 
charge the accounts upon which the fuel was expcMuled, com- 
mencing with the operating accounts in their order and following 
on to the end. 

It is designed that the general fuel report* should give tlie 
source from which fuel is received and the quantities thereof. 
This will require to be compared afterward by those who audit 
the fuel accounts, with the amount reported as forwarded to such 
place. In the event they do not agree (and in many instances 
they will not, because of the use of fuel en route and for other 
reasons) the otjcasion of the difference should l>e investigated 
and adjustments made in accordance with the circumstan(*es of 
each case. On the credit or disbursement side of the general fuel 
report a statement of the amount of fuel disbursed is required to 
be entered. In order to do this with ai^curacy, the amount taken 
should be ascertained ; this will involve the careful auditing of 
tickets aiul receipts taken from engineers and others for fuel 



* See Form No. 87, Appendix B. 
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delivered them ; the fuel taken for use on trains and elsewhere 
should in like manner be ascertained from the receipts or other 
evidences of delivery. Each account upon which fuel is con- 
sumed should be stated. Afterward the amount shipped away, 
points to which shipped, quantity, etc., should be given. 

The general fuel report is intended to afford a history of the 
fuel received and expended each month. The principle of the 
report is the same as that of the distribution of material book, 
except that it is simpler and of different form, the aggregate 
amount disbursed of each kind being given instead of each item. 

As directed elsewhere, fuel in store at shops for use on 
stationary engines, for lighting, heating, blacksmithing, tin- 
smithing, boilermaking and kindred purposes, is to be charged 
directly to material proper (i. e., to the storekeeper in whose 
charge it may happen to be), and is to be taken up on his distribu- 
tion of material book. It is treated thereafter as material. 

Fuel held in store at roundhouses and shops for general use on 
locomotives, cars and other purposes in connection with the 
operation of a road, apart from shops and storehouses, is to be 
embodied in the general report* for fnel. 

A precise subdivision of accounts of fuel, as between fuel and 
material, is not a matter of special importance, so that due ac- 
count of receipts and disbursements is rendered. 

In order to facilitate the keeping of an accurate account of 
fuel consumed by locomotives, and to simplify the work as much 
as possible, tickets of different denominations are supplied to 
enginemen.t In order to facilitate the ca,re of tickets, each en- 
gine should be supplied with a box to hold the same. 

When fuel is delivered to enginemen it should be in quantities 
represented by these tickets or multiples thereof, and it is the 
duty of engineers to return to the person thus delivering fuel a 
ticket for the amount. The number of the locomotive should be 
printed upon the ticket, so that it may be identified. These 
tickets may be used over and over again from month to month, 
but un(ler no circumstances is fuel to be taken by an engineer 
without leaving a ticket or receipt therefor at the time of the 
delivery. 

It is the duty of the person delivering fuel to see that the 
ticket or receipt received corresponds with the quantity delivered. 
Any attempt to procure fuel without the delivery of a ticket or 
receipt should be forthwith reported to the proper officer. 

In order that there may be no excuse for non delivery of 
tickets( in retu rn for fuel delivered ). it is made the duty of the store- 
keeper where the engine is housed to see that each engine is kept 
supplied with necessary tickets and that the tickets of different 
locomotives are not mixed. 

For fuel disbursed for other purposes, a receipt should be 
taken in the absence of tickets. 

♦ See Form No. 37, Appendix E. 
t See Form No. 'S8, Appendix £. 
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As fast as tickets are collected for fuel delivered Ihey should 
be entered on tlie daily record book of fuel delivered to 
locomotives. This record sliould show the aino«iitof fuel iuHued 
to each locomotive each day, Aft^ir the ticketc are recorded, they 
Bbould be locked up in a box to be proviiled for tbat purpose.* 

At the end of the moiitii, Ihi^ duity rei'ord l>ook of fuel de- 
livered to locomotives shouhl be footed and tlie total quantity for 
each locomotive aud for the a^fftei-sXa nxi-ertalned. The agf^re- 
^ate amouDt of fuel delivered to locomotives, also the amount of 
fuel delivered for other puriKi8es,8houkIboentered on theKeueral 
fuel report, which, wlien coin|ilete. should be forwarded, with the 
fuel receipts an(l tickets for fuel delivered for other piirtioses, to 
the official in charj^e of fuel accounts. The dally record book of 
fuel delivered to locomotives, also the collat«ral tickets, should be 




Cftrdage In Bong Kong. 

forwarded, in a box provided for the purpose, to the storekeeper 
designated to summarize the locomotive fuel disbursements of 
the division ; tills bos should be securely locked. 

Upon receipt of the book and the tickets and rec-cipts. It is 
the duty of tlie storekeeper to promptly audit the account He 
should then enter the quantities of fuel charji^ed during the 
month to each locomotive at the several fuel stations on a form 
provided for that purpose, known as a monthly recapitulation of 
fuel furnished locomotives. This he should forward to the 
ofHcial in charj^ of fuel accounts. He should then return the 
box and hook to the sender. 

* Inelead or lumlshlaE englnea with [ael tloketa M deeorlbed, It mar 
be found better and nlmpler to furgieh blank ordera to the englaeer to be 
filled up by blm when be recelvea [uel. The order Bbould provide lor 
name of fuel Btalinn, date, engine iinmher, qiisntlty and ilKnatara of en- 
gineer. Tbe engineer Bbould keep a record vl all receipts given by him. 
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As soon as the foregoing returns have been received and veri- 
fied by the official in charge of fuel accounts, he should cause a 
summary to be made of fuel consumed, specifying the quantity 
of each kind, price thereof and amount, entering the accounts to 
be charged therewith in their order; this statement he should 
forward, after the close of the mouth on the day specified, to the 
accounting officer for use in writing up the general books. This 
summary is required also for use in compiling the locomotive 
reports and for other statistical purposes. The total amount of 
this summary should agree with the aggregate amount shown on 
the general fuel returns. 

Any errors, inaccuracies or omissions found in the returns of 
fuel should be reported at once by the person making the dis- 
covery to the one in error. 

It may be made the duty of the general storekeeper to re- 
ceive and audit the fuel accounts. 

STOCKYARDS. 

The more diversified a company's affairs become, the greater 
the necessity for adopting devices to meet particular exigences, 
preserving, however, the same general principles of accountabil- 
ity. The methods of handling freight receipts are such as are 
adapted to that particular branch of the service ;*the same is true 
in regard to passenger, express and mail business. Miscellaneous 
earnings require especial provision for different kinds of receipts, 
such as extra baggage, car service, etc. Another class of business 
to be provided for is that which arises at stockyards operated by 
a company. The measures necessary to be taken in connection 
with receipts thus arising are very simple. 

The purchase of supplies needed at such stockyards requires 
especial provision. The most simple method of treating them is 
that devised for the common supplies of a company at shops. 
The foreman of the yard (or person immediately responsible) 
should be charged with all supplies and should be credited with 
all disbursements. 

Each stockyard foreman should keep a record book* in 
which he should enter the particulars of stock fed at his yard 
and the charges connected therewith. This record should show 
date, consignor, consignee, origin and destination of stock, way 
bill number, date, car number, number and kind of stock, charges 
collected or to be entered on way bill, and particulars of the seal 
record. 

All supplies purchased by or sent to the foreman of the yards 
should be treated in the accounts the same as those handled at 
storeliouses; thus the foreman will be charged with feed pur- 
chased by or shipped to him; also with all incidental expenses 
incurred in coimection with the stockyard, including the pay roll 
thereof. 



* See Form No. 39, Appendix S. 
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In view of the fact that the payment of cash for feed at stock- 
yards is necessary in many cases, the foreman of the yard or 
person authorized to make purchases will (unless otherwise or- 
dered) buy upon this basis, viz : he will deliver to the seller an 
acknowledgment for the goods.* This acknowledgment will re- 
cite name of seller, articles bought, price, date purchased and 
amount due the vendor. The foreman should personally vouch 
for its correctness; this voucher the seller should present to the 
station agent, who should pay the amount on presentation and 
take a receipt in the place provided on the face of the acknowl- 
edgment. 

This receipt the agent should carry as cash on hand until a 
voucher is made in his favor to reimburse him; this voucher 
should be made in form as follows : On the first day of the month 
the foreman or official making the purchases should make a 
voucher in favor of the agent who paid the bills covering the 
amounts paid by him during the preceding month; he should 
note in the body of this voucher, beneath the items, "Paid as 
per receipts held by the above agent ;■' a similar notation should 
be made on the back of the voucher, beneath the filing. The 
voucher should state the date of each purchase, from whom pur- 
chased, article, quantity, price paid and amount. This voucher 
should be forwarded without delay to the proper officer for his 
certification. 

When finally approved for payment the voucher should be 
sent to the agent ; he should attach to it the receipts in his posses- 
sion and remit the whole as cash. In this way he will get credit 
for feed bills paid by him. 

As vouchers in favor of agents, described above, for supplies 
paid for by them include only the material paid for up to the 
close of the month, each foreman should (for the information of 
all concerned) make a special entry in his report of supplies 
received and expenses incurred for "Supplies bought but not 
included in agent's voucher." This account should embrace a de- 
tailed statement of all purchases made for which an order has 
been given on the agent, but which has not been presented at 
the close of the month. This information will be required in 
adjusting the foreman's inventory with the balance charged 
against him on the company's books. 

In reference to incidental expenses at stockyards, the same 
urgency does not exist for paying cash that there does for feed. 
Payment should therefore be made as in the case of other debts 
incurred by a company. A voucher should be made in favor of 
the person to whom the amount is due. This voucher fthe fore- 
man should certify to ; after it is spread upon the books and re- 



* See Form No. 40, Appendix E. 

t If not made by the foreman of the yard it must be sent to 14m tQ 9nter 
and stamp, as it should l^ ohar^ to lU9 acQOUi^t, 
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turns It shoulii be forwarded to tbe proper otScer for hia certifl- 
catiou, to be paid in due course." 

The foreman of each yard should be required to make a "re- 
turn of Bupiilies received and expenses ineurred'^f (through the 
ofSce of tlie superintendent) on the first day of each mooUi; 
It should include all cspeusesof the yard, viz.; feed purchased, 
bedding, toolH, veterinary Bervices, shoeiug, inci<1ental expenses 
and pay roll. It should sjiecify the date, name of payee, de- 
scription of tlie expense, quantity (it for feed), price aod 
amount. The amount of this return should be charged to the 
foreman of tlie yard. 

Tlie return is the same, in one respect, as the distribution of 
material book made by storekeepers. 




Carriage In Hong Kong. 



The return for supplies received and expenses incurred should 
be ucirompanied by an inventory of supplies on hand at the end 
of the month. 



thiiR: Initendotthe foreman ot thsBtockyanl mircliiLi.iug Buiiiiim, do imi- 
Tldtil, he mar Iw rmiulred to mak« requisition, throuEh Che dlvlalon 
■upennlendeut, n|«n tno THirehulnR aflsnt, tho Biiperiiitcndent certllyiiiK to 
the i«iiilliiltlnu and iinnillTii; it to Iho gi^iUTHl iiiiiiisger for his approval ,^he 
latter, In liirn,fiir<rar<1l]ij(ic ti> the Tnirchanlnx Rui'iit. II, In case of cmer- 
jieney. It 1ivn>incH nifi'^sar)- fur llio foreuuin to Inir feeil, he shi>iild make a 
reqnbltlon nivt'rlnitthpiuuae, noting on the tam thcrciil the Isct that ihe 
material haHalrvailr Imen Ijniiulit; thli niiulallliiu shonld tie iorwaided, 
with thn hill fur tlia eiikIh. IhniiiRh the nislomary (.haniiel. Or. If thought 
more ileHlrahlu.lhu plan i>iitlliu.illn the trireunluK iHragraph inuy be varied 
hy haTiiiK the ntiiokyanl foreman forward hla reqiilhltluiu to the general 
iton-kratH-r (lie Bame an other nlorekeopen. to bo treated in the same wa;. 
tHeei^irm Ko, 41, Appendix K. 
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A general time book should be kept by each foreman of the 
force he employs; it should be closed and sent forward to the 
proper officer on the first day of the month. Before sending it, 
however, the foreman should enter the amount on his "report of 
supplies received and expenses incurred." 

The amount should be charged against the yard. 

Material required in repairs, such as lumber, nails, hinges, 
etc., should, so far as possible, be ordered of storekeepers at a 
company's shops; tools requiring repairs should also be sent to 
the storekeeper, accompanied by an order to that effect. 

All repairs at stockyards should be performed by a com- 
pany's force, as in other cases, so far as practicable, and all mate- 
rial needed should be furnished from a company's supplies, so 
far as possible. 

An invoice should be sent foremen for all supplies shipped 
them or charge made against them. 

Stockyard Collectk >\j? — All charges due a company«for feed, 
services or expenses should be collected at the time or provision 
made on the way bill for collecting elsewhere.* 

Each stockyard should be credited at headquarters of a 
company with all collections made on its account for feed, care 
and other purposes. 

A record bookf should be kept by each foreman in which 
collections made by him should be entered, giving full particu- 
lars in each case. 

Each foreman should make a " report of stockyard charges ;''t 
it should include all charges of every name and nature (without 
reference to who makes the collection), including those for 
feeding, sale of pelts and carcases, and receipts from other 
sources. It should be sent (through the office of the superintend- 
ent) on the first day of the month; it should show date of 
charge, whom the charge was against, what for, car number, 
quantity (if for feed), price and amount. 

All collections at a yard should be turned over to the station 
agent on the day on which they are collected ; or if this is not 
convenient other arrangements made.|| 



*Away bill should be made for all stockyard charges. The amount 
should be entered thereon in the "miscellaneous unpaid" column, noting 
on the face of the way bill why the charge is made; all charges collected at 
the billing point should be entered in the "miscellaneous prepaid" column 
of the way bill. A separate way bill should be made for charges accruing at 
stockyards or on account of stock en route; the way bill should read from 
the station where the charge accrues. When a way bill of this kind is made, 
the agent should note on the original way bill for the stock, '* For balance 

of charge see way bill No ; from ; dated 

18..." 

fSee Form No. 42, Appendix E. 

X See Form No. 43, Appendix E. 

II Amounts received or collected by agents on account of stock or yards 
should be entered by them on their cash oook and remitted with their other 
collections for the day. 

8 
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INVENTORTKS. 

A yearly inventory of supplier? is required to be made. It 
should be taken as of the last day of the fi><'al year. Preparation 
should be made for it in advam-e. so that it may be taken with 
celerity and accuracy. Nothing should l»e omitted. The articles 
should' l»e arranged iu alphaljetii'al onler and should embrai'e 
each and every article not in use at the time it is taken. 

The inventory attords the basis of a new departure, in this 
that the amount charged on the general lK>oks to the respective 
storekeei)ers is made to harmonize with it.* 

An important purpose intendetl to l>e accomplished by the 
inventory is to bring the question of stores on hand under the 
immediate eye. and to the particular attention, of every store- 
keeper. 

If lie has material in excess of his neeils, or possesses articles 
for which he has no use. suitable dis{>osition of the same should 
be made forthwith. 

Storekeepers should not. however, wait until the end of the 
year to do this. They arc exi>ected to keep down the amount of 
material on hand to the actual requirements of business and to 
notify the general storekeeper forthwith in the event they have 
any articles on hand they do not need. 

It is considered an especial merit in a storekeeper if he per- 
forms this work efficiently and an especial demerit if he does 
not. 

The duty of keeping down the supply of material on hand to 
the actual needs of the service and the prompt disposal of all 
articles for which the company has no further need, is dependent 
upon the skill and faithfulness with which storekeepers i>erforni 
their duties in connection therewith; they are exj^ected to act 
promptly in such matters, and no excuse, it is apparent, can com- 
pensate the company for neglect or lack of interest in this re- 
gard. 

Th(^ inventory, if accurate and reliable, aflfords a fair index of 
the thoroughness that has been exorcised by each storekeeper in 
caring for and disbursing material. 

If the amount of the inventory di tiers greatly from the 
amount charged to a storekeoj.er on the general books, it indi- 
trates a lack of method somewliere. either in caring for material 
or in charging it when disbursed, lie is culpable in either 
event; he hIiouIjI exercise such method in his business as may be 
necessary to prevent any great deficiency or surplus. 

It is not possible that the inventory should exactly balance 
with the amonnt charged to the storekeeper; changes in prices 
and petty ditlVrences that are unavoidable in disbursing many 

•Any ileflcli'iicy or surplus is charged or credited at headquarter?, as the 
case r«'qulr<*H, anioiig the exijense accounts to which material has been 
(1«*l>it(><l (luriiiK the year on the basis of the amount that has been charged to 
farh. 
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kinde of iniitCTial will prevent thtM-liutnHuhaiiKCHBnilililTerenMs 
are as likely to 1>c one wiiy an another the iKiukH tihoultl vary but 
little in coiiReqiienee. 

Haterlttl or Hiiiii'licH tlmt liuve tieen i^h;irf>:e(l to sn account ftud 
that are In <'onrRe of Iteiiig use<l, or that are awaiting iiie, 
ebould not t>e itiventorieil. 

The inventory should liu liuseil on pricuf current at the time 
it iB taken. When the iiriceu are not known tliey Htaould be 
obtained from tlie Keneral Htorekeepor; the latter will olltldn 
prices from the purciiaalng s^nt. 




CaTriagfllnCbliia. 

Inventories shouM be eigtied liy ntorekeepers and sent for- 
ward after the cloee of the fiei^U year, on the (fate designated. 

Material In transltat the tiineof taking the inventory, accom- 
panied by InvoiccB bearing prior date, should be embraced Id tiie 
Inventory of the recoiving Blorekeeper. 

But sjf all initterifil iiivolced after tlie 25th of the moath 
between storekeepers in embraced as of the eubeequent month, 
such material for the last month of the fiscal year should be em- 
bodied in the inventory of the storekeeper who lorwards It, u It 
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is not charged to the receiving storekeeper upon the general 
books of the company until the next year. 

Material invoiced after having been inventoried should be 
forwarded as of subsequent date. 

Material embraced in the inventory, when disbursed, should 
be charged at the price inventoried. 

Material or scrap charged on the books against a particular 
storekeeper should not be taken up in the inventory of any 
other storekeeper. In the event the storekeeper who should 
make return of it is likely to omit it from his inventory, the 
storekeeper cognizant of the fact should notify him of it. 

In taking an inventory the work should commence at an 
initial point and be followed up in due order, taking all classes of 
material as they come. 

The description of each article or class of articles entered 
in the inventory should be full and comprehensive. 

Any exceptional circumstance in connection with an article or 
class of material, such as that it is in bad order, not needed, or 
has ceased to be usable, should be noted conspicuously on the 
inventory. 

In case it is impossible to ascertain the actual weight or quan- 
tity of any kind of material or scrap, a careful estimate of the 
same may be made ; the fact that the weight or quantity is esti- 
mated should be noted on the iuventorv. 

The form for making monthly requisitions is adapted for taking 
the inventory of material at storehouses. The name, quantity or 
weight, rate and value of each article or class of articles should 
be given in every instance. 

New and usable articles should be named first in all inventor- 
ies; following these the scrap (including what is sometimes 
termed old material) should be specified, giving the quantity or 
weight and value of each kind in detail, in alphabetical order. 

iNVENTOKYiNG Siiop SUPPLIES. — Five days before the close 
of the fiscal year, if necessary, clerks and foremen at storehouses 
should be assigned sections of the storehouse of which, with 
requisite assistance, they are expected to make an inventory. 
Each should be provided with scales (if needed) and a hand book, 
wherein the particulars of material on hand, as it is counted, 
may be jotted down. At the close of the day, and before going 
home (as the inventory progresses) the entries on this book should 
be so arranged that they can be drawn therefrom onto the inven- 
tory blanks. 

Material in course of manufacture, scattered about the shops, 
yards and elscwlierc, should be inventoiled under that head. 

Storekeepers should obtain from the heads of their respective 
shops such assistance as they may require to enable them to take 
the inventory promptly and accurately. 

As fast as inventoried each article or class of material should 
be marked distinctively to show that it has been taken into 
account. This will prevent its being counted twice and will 
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lessen the embarrassment attending the disbursement of material 
during the time the inventory is being taken. 

Track Inventoky.— An inventory is required to be taken of 
track material in the middle of each flscal year as well as at the 
end thereof, inventories sliould be taken for rails and ties sepa- 
rately from otlier track material.* 

The track inventory sliould not include any track material or 
tools actuallv in use. It should embrace all other material, in- 
eluding scrap. 

Old tools and other property not in use having a marketable 
value should be embraced under the head of scrap. 

The track inventory should include all ties, iron, lumber, posts 
and other material belonging to a company on the line of the 
various divisions charged to the storekeeper making the inven- 
tory, no matter whether such material is to be used on the divis- 
ion where stored or is to be shipped elsewhere. 

Track material at rail mills or en route thereto should be in- 
cluded in the inventory of the storekeeper in whose charge such 
material may be. 

Articles should be enumerated separately in the track inven- 
tory, giving the quantity or weight, rate and value of each. 

The inventory of track material is not only intended to em- 
brace that scattered along the line chargeable to the storekeeper 
thereof, but it should embrace all material in his charge, no matter 
where located. Track material at shops in charge of storekeepers 
thereat should only be inventoried at the close of the year and 
should be embraced in the regular inventory for such storehouse. 

Upon the completion of the half yearly and yearly track in- 
ventories, a balance sheet should be made by the storekeeper in 
charge. This balance sheet should embrace the receipts and ex- 
penditures since the date of the last inventory, including the 
amount brought forward, and should give the balance. In it 
the storekeeper should charge himself with the gross amount 
of the last inventory, also with such material as he may have 
received since, including scrap that has accumulated. Upon the 
other side of the account he should take credit for material that has 
been used, shipped away or sold. The difference between these 
represents the balance to his debit. If the balance harmonizes 
with the inventory that has just l)een taken, no further action is 
required; but if it differs in any way, the storekeeper should 
increase or diminish the amount of track material used in the 
month just closed by the amount of such difference; in adding 
to or deducting from the charge for rails, ties or miscellaneous 
track material, so as to make the accounts thus harmonize with 
the balance on hand, the difference should be added to or de- 
ducted from the account particularly affected, namely, rails, ties 
or miscellaneous articles. 



* One purpose in taking a separate inventory for rails and ties is that any 
suplus or deficiency in connection with either of these accounts may be cred- 
ited or charged to them respectively. 
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Only the aggregate quantity of each kind of material, for the 
whole territory under the storekeeper, need be embraced in the 
Inventory. The price should be given for each kind. 

Each storekeeper should balance the articles expended and on 
hand with those lie lias received ; thus, the number of axes on 
hand, as per inventory, stiould be the balance remaining after 
charging the number brought over from tlie previous inventory, 
with all additions since that time, less the number used, shipped 
away and sold. Other articles should be treated in the same way. 

Stationery Ixventouv.— A separate inventory should be 
taken for stationery, so that any surplus or deficit that may arise 
in connection with this kind of material may be credited or 
charged to the specific accounts affected. 

DiNiNCi (.'AR Sl'ppliks INVENTORY. — A Separate inventory 
should also be taken for dining car supplies, so that any surplus 
or deficit tliat may arise in connection with this kind of material 
may in like manner be credited or charged to the specific 
accounts affected. 

An inventory should be taken of the supplies on each dining 
car as often as once a month. 

An inventory should, moreover, be taken of the linen in each 
dining car at the end of each trip; first of the unsoiled articles; 
afterward of those that have been used. The latter should l»e 
turned over to the storekeeper or person delegated and will 
serve at once as an inventory and a record against the laundry. 

Brasses and Tools Inventory. — An inventory is required 
to be taken of all brasses in the hands of workmen at the close of 
the month ; also when those having tliem in charge leave the 
service of the company. 

The foregoing rule is also intended to be enforced in con- 
nection with tools and implements in the hands of employes 
charged against them specifically. 

Brasses in the hands of employes awaiting use, also tools 
similarly situated, should be embraced in the yearly inventory. 

Closing Storehouses. — An inventory is required to be taken 
whenever a storehouse or construction or other supply depot is 
closed. 

Stockyards Inventory. — A separate inventory should be 
made for supplies at stockyards, so that this particular branch of 
the business may be credited with any surplus or debited with 
any deficiency that arises in connection with it. 

Fuel Inventory. — Separate inventories are required for coal 
and wood respectively.* 



* Fuel at shops and roundhouses for use of stationery engines, heating 
offices thereat, shop buildings and storehouses, and for use of blacksmiths, 
tinsmiths, boilermakers and kindred purposes, is intended to be embraced in 
the inventory of material. The inventory of fuel is intended to embrace all 
other fuel. All the inventories of a company are finally consolidated at 
the general office under the three heads into which the material accounts 
are divided, namely, '* material," " wood " and " coal.' 



>» 
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It is the duty of the general storekeeper or official by whom 
the details of fuel received, ou hand and disbursed are kept, to 
take charge of the inventory and to furnish those in charge of 
depots of supply with prices to be used, instructions, blanks, etc. 
The inventory should be taken as in other cases, and should give 
in detail each class of fuel, its price, and the total value thereof. 
It should be forwarded promptly after the close of the fiscal 
year on the date required. 

In consequence of the great shrinkage in fuel, and the special 
risks that attend its care, an inventory should be taken of it (as 
in the case of track material) in the middle of the fiscal year and 
at the end of the year. As a rule fuel inventories should be taken 
by the agent in charge where the fuel is located. When the sup- 
ply is great, however, the division superintendent should dele- 
gate a representative whose business it is to personally examine 
into the facts of the case and see that the inventory is correctly 
made ; he should also certify, with the agent, to its correctness. 

The same rule should be observed in regard to the inventory 
for fuel that is required in other instances, namely, that the 
description shall be accurate and such as to enable those In charge 
to determine the quantity, kind, condition, location and value. 

If fuel is in bad order, or not relatively up to standard, a 
separate item should be made of it in the inventory. 

As soon as the inventories have been received of fuel on hand, 
they should be recapitulated by divisions, showing the amount 
on hand at each fuel station ; afterward the amount on hand upon 
the whole road. The latter should be certified to by the ac- 
counting officer. After the value of fuel on hand has been thus 
ascertained, the amount standing to the debit of fuel on the 
general books should be made to harmonize therewith by 
charging the deficiency or crediting the surplus (as the case re- 
quires) to the accounts to which fuel has been charged during 
the year, on the basis that the relation of the amount charged to 
each bears to the whole amount charged.* 



* For method of handling material and keeping account thereof, pro- 
posed by the standing committee on disbursements of the Association of 
American Railway Accounting^fiicers under date of May, 1892, see Appendix 
A hereto. The method it proposes agrees substantially with the foregoing, 
which I Introduced first in 1869. 



CHAPTER V. 

LABOR — PRACTICES GOVERNING THOSE WHO EMPLOY 
LABOR OR WHO KEEP THE TIME OF, OR ACCOUNT 
FOR, THE LABOR OF EMPLOYES. 

Before we take up specific regulations neces- 
sary in handling the labor of a great corporation 
it will be well to inquire briefly into the theory 
of the subject. By such a course we will be able 
to understand the subject better and better fit 
ourselves to judge of it in detail.* 

The amount that a railroad expends for labor 
is so great that the rendering of accurate returns 
in connection therewith, including the making of 
true and faithful pay rolls, is a matter of the ut- 
most importance. 

Wherever men are engaged, whether at shops, 
roundhouses, yards, warehouses, storehouses, de- 
pots of supply, upon the track, at stations, upon 
trains, or at any other place, intelligent provision 
must bo made for keeping accurate account of 
the time they work, whether the work is done by 
the hour, day, month or piece. Otherwise it can 
not but follow that injustice will result, either to 
the employe or to the company. 

* The reader is here referred to what is said at the commence- 
ment of the chapter on material in this book. Its perusal will 
enable him to understand matters affecting Labor better. 

(121) 
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It must be remembered, moreover, in this con- 
nection, that any neglect to keep the time of 
men clearly and accurately involves something 
far beyond the amount a company may lose 
through particular errors or omissions. It means 
the demoralization of the force; it means dissat- 
isfaction with a company if an employe loses 
through negligent methods; it means the build- 




ing up of an improper spirit if he gains something 
that does not belong to him. 

In order to keep the time of men accurately, 
the clerical labor conuected therewith should be 
performed by a person on the ground, who notes 
the time worked from day to day as it occurs. 
Afterward these details are consolidated and the 
wages computed. Whoever keeps the time is, 
generally speaking, the most tit person to make 
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the pay roll. Practices, however, will not be uni- 
form in this regard. 

Those who have charge of labor accounts, in- 
cluding those who keep the time of employes, by 
performing their duty faithfully, may protect a 
company's interest in various ways: first, by pre- 
venting the introduction or growth of irregular or 
improper practices; second, by affording the man- 
agement accurate information of the extent and 
purpose of expenditures for labor, and the meas- 
ure of economy that has characterized such ex- 
penditures. 

The number of employes and the diversity of 
work in which they are engaged, and the extent 
of territory over which they are scattered, render 
the duty of keeping their time a work of extreme 
diflBculty, requiring the exercise of skill, fidelity 
and patience. The same causes render it diflBcult 
to obtain an authentic distribution of labor, i. e., 
an account of the thing upon which the labor is 
expended. 

To attain these important and necessary ob- 
jects, various devices, blanks, books and accounts 
are provided: first, for taking the time; second, 
for computing the same in dollars and cents, and 
third, for rendering an accurate and classified re- 
turn thereof. 

Methods for keeping the time of employes 
should be especially designed to secure them jus- 
tice; to insure their being paid all they earn; to 
prevent their losing, either purposely or other- 
wise, a moment that they have worked. At the 
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same time methods should be such as to protect 
the company against laxity or unfair advantage. 
In order to secure this double purpose it is es- 
sential that the time men work should be kept 
with the utmost punctuality; that timekeepers 
should know exactly their duties and should per- 
form them intelligently and without hinderance 
from anyone. In this way a company will know 
every person who works for it, how long they 
work, the rate they receive, the amount due 
them, and upon what they work. While the 
employe will receive the utmost farthing that is 
his due. 

The securing of these objects requires watch- 
fulness, fidelity, experience and accuracy. 

In reference to time worked, the employe, be- 
ing personally on the ground, looks out for him- 
self. The company, on the other hand, is com- 
pelled to look to the timekeeper and the oflBcials 
in charge to protect its interests. Their respon- 
sibilities, therefore, call for indefatigable watch- 
fulness and the exercise of skill and integrity of 
purpose. 

Those who have charge of the time of employes 
should make prompt and full returns thereof. At 
the same time they must be upheld in the exer- 
cise of the prerogatives of their oflBce. The oflBce 
must not be made an appendage to something 
greater or entirely foreign to it. Its occupant 
must be especially skilled in his duty, and must 
be able to go ahead untrammeled in the perform- 
ance of it; everyone should co-operate with him 
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therein in every proper and reasonable way. Any 
attempt to evade or obstruct his work can not be 
too severely censured. But while this respect 
and co-operation must be extended to him by 
officials and others, it is the duty of those respon- 
sible for the Employment of labor to see, by in- 
spection and otherwise, that every timekeeper 
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performs his work promptly, accurately and 
faithfully; that he enforces every proper safe- 
guard necessary to insure the keeping of the 
time correctly, and the rendering of true returns 
therefor; that he is scrupulous to see that the 
instructions of a company are complied with; 
that the rate of wages allowed by him is such as 
has been agreed upon; that the time allowed is 
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in accordance with the facts so far as correct 
methods of accounting can secure this; that 
while observing the instructions and interests of 
a company, he is careful not to take advantage 
of his oflBce to do injustice to any employe, either 
personally or otherwise. In this last named re- 
spect the timekeeper should keep constantly in 
mind that the interests of the employe and the 
company are identical, that one can not be 
harmed without injury to the other, and that 
there is not, and can not be, any real antagonism 
between them. 

In order so far as possible to insure accuracy 
and concurrence of knowledge, pay accounts 
should be certified to by all who are personally 
conversant with the facts they recount. And it 
should be remembered, in this connection, that 
the certification of two or more disinterested 
persons, conversant with the facts, is a higher evi- 
dence of the correctness of a pay roll than the 
certification of any number of people who have 
only a general knowledge of the matter they sub- 
scribe to. It is impossible that the higher oflB* 
cials of a company, especially those having gen- 
eral supervision of its affairs, should know the 
particulars of the pay roll from month to month. 
But the foremen and timekeepers know these de- 
tails; the latter the name of each man and the 
number of hours he has worked; the former 
whether the men whose names as entered really 
worked for the company or not, the rate they 
should receive and, generally, how long they 
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worked. The foreman, thererore, as well as the 
timekeeper, should certify to the correctness of 
the returns for the forces under him. Their 
doing so will reduce to the minimum the likeli- 
hood of improper practices or errors. 

The principle to be observed in rendering ac- 
counts of labor is the same as that observed in 
other financial transactions of a corporation. Each 
account should be certified to bj^ at least two inde- 
pendent persons in order to establish its validity. 
Thus, the certification of an agent or foreman 
will substantiate the return of a timekeeper. 
This rule of verification should be carried to its 
utmost limit. After the local oflBcials have certi- 
fied to the returns, the returns should pass on to 
the higher official in general charge of the work. 
He may not know all the details, but he is famil- 
iar with the general circumstances of the case, 
and whether the time returned has been author- 
ized; also the objects upon which it has been 
expended. His certification, therefore, will be 
specific assurance that the returns are author- 
ized, and are generally faithful and accurate. 
From this oflBcial the returns will pass on in due 
sequence to the next higher oflBcial, and so for- 
ward until they reach the oflBcer whose duty it 
is to approve for payment. 

The immediate duty of keeping the time and 
wages of employes and the distribution thereof 
should be entrusted to persons especially dele- 
gated to perform the duty. Where the amount 
of work at any particular point justifies it, a time- 
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keeper should be designated, whose especial duty 
it should be to look after this branch of the 
service. 

At shops and storehouses this official may also 
be entrusted with the duty of receiving, inspect- 
ing, caring for and divstributing material. This 
aggregation of work will permit of greater econ- 
omy than would otherwise be possible. For con- 
venience I designate him a "storekeeper." When, 
therefore, reference is made herein to a time- 
keeper, it will be understood to mean the em- 
ploye in question. 

In many cases the clerical work is so great that 
it necessitates the employment of clerks to take 
the time of employes and otherwise assist. When 
this is so, their certification to the occounts should 
also be attached, as well as that of the store- 
keeper in charge; but they should be subordinate 
to and act under the direction of the latter. 

At stations, the duty of keeping account of the 
time and rendering returns therefor is generally 
entrusted to the agent. 

For employes engaged on the line, erecting 
bridges, buildings and fences, repairing the track, 
or otherwise employed, the foreman in charge 
should render account of the time and certify 
thereto. 

Conductors keep account of the time of train 
forces and render returns thereof. 

At isolated points or places of the road, the 
official or person immediately in charge is neces- 
sarily held responsible for accurate returns of 

9 
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time worked and wages due therefor; returns are 
rendered by him. 

The duty of keeping the account of time worked 
and rendering returns thereof should in every 
case devolve on an oflBcial on the ground, con- 
versant with the facts. It should be his duty to 
enforce the rules and regulations governing such 
matters. In the event they are inadequate in any 
respect he should supplement them by needed 
regulations.* 

In some cases the pay roll is made at the head- 
quarters of a company; in others ty local officials 
who keep the time and are conversa,nt with its 
details. The latter plan is for some reasons to be 
commended, as it affords those who are respon- 
sible for the employment of labor opportunity to 
retain the accounts in their offices longer than 
they otherwise would for examination, at a time 
when the information is of the greatest value to 
a company. 

The possession of the pay roll by local officials 
also enal)les them to certify to its correctness 
upon its face, thus giving it an additional stamp 
of authenticity. 

Not only is it well to require the pay roll to 
be made by local officials, but it should pass, in 
due sequence, on its w^ay to the paymaster, through 
the hands of all who are in any way concerned 
in it. 

Not only this, but the details (distribution) of 
each man's time should also pass through the 

* Of which due notice should be seut the proper officer. 
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hands of the local officials. These details are 
shown in the time book; this book should accom- 
pany or foHow the pay roll. In this way every 
person having anytliinj^ to do with the roll, or 
who is in any way responsible for it, will be 
afforded the benefit of all the information it con- 
tains promptly, accurately and concisely. This 
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information is of the greatest value to officers, 
and greatly heightens their usefulness. 

All returns connected with the disbursement 
of labor should, so far as practicable, pass from 
the person who compiles them through the offices 
of the various officials responsible for the em- 
ployment of labor to the officer designated to 
finally receivo and store them at - headquarters. 
In this way the expense of an embryo accounting 
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department in each oflBcial's office is avoided, as 
they may severally make such record of the re- 
turns passing through their hands as is needed for 
use and reference. In the event they wish the 
details of an account at any time, it is to be found 
in the office where the returns were first compiled 
or in the department where finally lodged. 

In the absence, therefore, of instructions to the 
contrary, the pay roll should, in every case, be 
made in the office where the time book is kept; 
or, in the event the pay roll is made by consol- 
idating two or more time books, then in the office 
where such consolidation occurs. 

Still other benefits are secured by requiring the 
pay roll to be made where the labor occurs, by 
those who keep the time, viz.: it insures the work 
being done by competent persons, familiar with 
the facts and having all the sources of informa- 
tion at hand for use or reference; it affords, as 
already suggested, the officials immediately re- 
sponsible for the work more time to inspect the 
accounts than would otherwise be possible; 
moreover, the roll being made at the initial 
point, follows, in due sequence, the route of pro- 
cedure and responsibility on its way to the pay- 
master. Thus every safeguard possible is made 
use of to secure clerical accuracy, while affording 
the officials interested in the lal)or accounts the 
best opportunity possible to inspect them.''' 

* Many roadf* make their rolls at headquarters. The practice 
has many things to commend it. Who shall say definitely it is 
not the best? 
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Each shop roll should be made by the time- 
keeper thereof, and should include all subsidiary 
forces that come within his cognizance. The pay 
roll for the station force, track force, bridge and 
building force, and other distinct departments of 
labor, or isolated gangs, should be made by the 
official immediately responsible therefor, to whom 
the time books are sent by those who compile 
them. 

This division of labor, while in all respects the 
most economical that can be devised, affords 
operating officers an opportunity to acquaint 
themselves with the labor accounts of their 
several departments. But their exantinations 
should be carried forward with celerity, so as 
not to delay auditing the accounts or the pay- 
ment of the roll. No one into whose hands a 
roll passes should retain possession of it beyond 
a specified time — say six hours.* 

* In reference to the plan of making the pay roll where the 
time is kept: There can be no objection, it is apparent, to 
making it at the general office, except the more limited facility 
such practice aftords operating officers to famiUarize tliemselves 
with its details and the additional expense that such concentration 
of work in one office, at a particular time in the month, would 
possibly involve. By apportioning the duty among many offices, 
the work is not believed to be felt materially, and may be pur- 
sued leisurely and with due reference to the mechanical and 
critical skill required in its performance. Moreover, the roll 
itself, passing afterward under the eye and receiving the certifi- 
cation of those familiar with it, must receive more general and 
<5areful scrutiny than would be possible under circumstances 
less favorable. However, as I have already intimated, the prac- 
tice of making the pay roll at the general office has many things 
to commend it, and no one can perhaps say definitely tliat it is 
not the best plan. 
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In keeping account of the time and wages of 
men and the distribution thereof, it is apparent 
that the forms and devices used must adapt 
themselves to the peculiar circumstances of the 
case, to the number of men, the place where em- 




ployed, the kind of work, and the facilities for 
keeping accounts. The elaborate devices that 
are necessary at a great shop or other spot where 
an iirmy of men is euiph)yed are not necessary 
where only a small force is engaged. In one 
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case a timekeeper is required to keep the ac- 
counts; in the other the keeping of the time is a 
mere incident. The forms used must also be 
adapted to the nature of the work; thus, at shops 
and elsewhere where machinists and carpenters 
are engaged, the multiplicity of things upon which 
they work requires the use of more comprehen- 
sive forms to distribute the labor under proper 
heads than at stations, yards, warehouses and 
water tanks, where the wages are in the main 
charged wholly to a parti(*.uhir account. In pro- 
viding a form its particuhir use has, therefore, 
always to be considered. This is especially no- 
ticeable in connection with the time books used 
by track and building gangs; the facilities they 
enjoy for performing clerical work are very 
meager at best; the blanks they use, therefore, 
must be such as are easily handled and easily 
understood. Matters of this nature require 
always to be remembered and observed, as any 
neglect to do so will occasion unnecessary out- 
lay, and will greatly harass those who have the 
work to perform, and prevent its being conducted 
with eflBciency. 

Such is, briefly, a hurried outline of labor ac- 
counts. Let us now take up the subject in detail. 

How THE Time of Employes Should be Taken. — Various 
methods of taking and recording time suggest themselves. 
Those that are suitable, convenient and economical in one 
instance are cunibersonio, inappropriate and expensive in an- 
other. Where a few men are engaged, the system of recording 
their time may bo very simple and in some respects personal. 
Where a large numl)er of men is emj)loyed nothing should be 
trusted to memory ; the system should be thorough and imper- 
sonal and such as to secure accuracy and fullness under all cir- 
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cumstances. Various methods have been suggested and are in 
vogue for keeping the time of men at shops and other places 
where large numbers are engaged in a body. Of all the methods 
recommended to me, that which I have found in all respects the 
most satisfactory is what may be termed the ' Check "' system, i, e.^ 
each man is given a check when he goes to work, the possession of 
which is evidence that he went to work at the proper time, and 
soon. The system is as follows: 

Time is taken when the men go to work in the morning and 
again after dinner. It should also be taken in the middle of the 
forenoon and again in the middle of the afternoon ; this middle 
period is called '^quarter'' time. 

When the time of a large number of men is to be taken, a 
check room should be arranged for use by the timekeeper. 

The clerk whose duty it is to take the time should be in his 
place ten minutes before the commencement of work. 

Each man should, in the morning, and after dinner, pass be- 
fore the window of the check room. 

Each man should be designated by a number. 

When he passes before the window he should be given a metal 
check corresponding to his number. 

Separate checks should be prepared, those for the forenoon 
being marked " A. M.'' and those for the afternoon "'P. M." 

Checks should be given only to those to whom they belong, 
and only when the person presents himself before the timekeeper 
at the check room. 

( hecks should not be given to one person to deliver to another. 

No checks should be distributed after the time for commencing 
work, as indicated by the blowing of the whistle or otherwise. 

In order to facilitate the distribution of checks, and for other 
purposes, a check board should be prepared for use by the time- 
keeper. This check board should be divided into squares, each 
square being numbered, commencing with No. 1 ; on these squares 
should be hung metal checks, corresponding with them in num- 
ber; the number of checks hanging on the board should cor- 
respond with the number of men employed.* 

When a man goes to work in the morning he should be given 
the check corresponding to his number. The number of checks 
not called for will thus represent the number of men that have 
not gone to work. A list of these shouhl be made.f 

This list should be given to the person whose duty it is to 
take quarter time, so that he may know how many men did not 
report for duty. 

In taking quarter time the clerk should not take the same 
route from day to day, but commence at different points, i. e., at 

* Check boards, with checks, should be supplied upon application, 
stating the number of checks required and the shape of the board that will 
be most convenient. 

t The sheet upon which this list is made is called an "absent sheet." 
See Form No. 5, Appendix £. 
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one place in tlie forenoon, at another in the afternoon, and 80 on ; 
thiB will bave the effeot of varying the hour at which the time of 
partioular men will be taken. 

Ab the clerk visits each man he should take up the check 
given him at the commencement of work. 

Those who have no checks should only be allowed Buch time 
SB may be returned for thembytbeforeman or official in ciiarge.* 




Carriage la Palmyra. 



Only those who actually deliver checks or slips, who appear 
in person before ttie tlinekee)icr, and are at work and designate 
the character of suirh work, xhoulil Ire allowed time. 

When the tiroekee|)er taken ijuarter time he should note upon 
the blottert the kind of work eauli man is engaged upon. TbU 



• Buch time Bhoulil be rewirted by th 
which Uemied ft" lute «li[,.-' See Kiirm Nt 
t Bee Form X«. 13, Appernlli E. 



a blank 
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At quarter time, if the men are present, he should make a 
counter check. 

This should be repeated a»ain in the afternoon. 

These marks and counter niarkH will thus denote who are 
present, and will afford the basis for computing the time 
worked.* 

By reference to the time book embodied in the appendix, its 
particular adaptability to the purpose for which it is intended 
will be seen. 

Provision must be made everywhere for keeping accurate ac- 
count of over work and of work i)erformed at night, Sundays, 
holidays, and at other times when the timekeeper is absent. The 
person who performs these duties should act under the instruc- 
tions of the timekeeper and the latter should designate who 
shall perform the work, whether the foreman or someone else; 
whoever does the work should render an accurute return of the 
time, giving the name of the person, number of hours worked, 
upon what engaged, and such other particulars as the timekeeper 
may require. f 

For the purpose of verifying the time books, a record of the 
working hours an employe is absent should be kept. This will 
be called an "'Absent time'' record. It should be written up 
daily from the "Late slips" and "Absent sheets.'' At the end of 
the month the hours each employe is absent should be footetl and 
deducted from the total numlKjr of working hours' in the month; 
to this should be added any overtime the employe has made. The 
time thus arrived at should agree with the amount allowed the 
employe. 

So far as possible, the time book returned by a station agent 
should embody the whole force employed at the station, includ- 
ing agent, clerk, baggageman, foreman, laborer, yardman and 
switchman; also men engaged in fuel sheds and at water sta- 
tions. 

Time books should be returned for forces entered on different 
rolls; in other words, men who appear on different pay rolls 
should not be grouped together on the same time book. 

A special form of time book designed to meet the purposes 
of track foremen in keeping the time of gangs employed by them 
should be used in such connection.^ 

A special form is also required for keeping the time of car- 
penters at work on the line.|| 

It is intended that the time of trackmen and carpenters en- 
gaged along the line shall be entered daily at the close of work. 
This rule sliould be rigidly carried out. Its observance will in- 

* In the event anyone is absent at an intermediate period, provision 
should be made for having the fact reported to the timekeeper, late and ab^ 
sent sheets being used for this purpose. 

t It is called " Report of overtime." See Form No. 7, Appendix E. 

X See Form No. 2, Appendix E. 

II See Form No. 3, Appendix E. 
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time worked and wages due therefor; returns are 
rendered by him. 

The duty of keeping the account of time worked 
and rendering returns thereof should in every 
case devolve on an official on the ground, con- 
versant with the facts. It should be his duty to 
enforce the rules and regulations governing such 
matters. In the event they are inadequate in any 
respect he should supplement them by needed 
regulations.* 

In some cases the pay roll is made at the head- 
quarters of a company; in others by local officials 
who keep the time and are conversant with its 
details. The latter plan is for some reasons to be 
commended, as it affords those who are respon- 
sible for the employment of labor opportunity to 
retain the accounts in their offices longer than 
they otherwise would for examination, at a time 
when the information is of the greatest value to 
a company. 

The possession of the pay roll by local officials 
also enables them to certify to its correctness 
upon its face, thus giving it an additional stamp 
of authenticity. 

Not only is it well to require the pay roll to 
be made by local officials, but it should pass, in 
due sequence, on its way to the paymaster, through 
the hands of all who are in any way concerned 
in it. 

Not only this, but the details (distribution) of 
each man's time should also pass through the 

* Of which due notice should be sent the proper officer. 



DISBimSEMENTS. 181 

hands of the local officials. These details are 
shown iu the time book; this hook should accom- 
pany or follow the pay roll. In this way every 
person having anything to do with the roll, or 
who is in any way respouKihle for it, will be 
afforded the beuetitof all tlio information it con- 
tains promptly, accurately and concisely. This 
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information is of the greatest value to officers, 
and greatly heightens their usefulness. 

All returns connected with the disbursement 
of labor should, so far as practicable, pass from 
the peraon who compiles them through the offices 
of the various officials responsible for the em- 
ployment of labor to the officer designated to 
finally receive and store them at headquarters. 
In this way the expense of an embryo accounting 
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scribed on a general time book ; or in the event wages are not 
based on the number of hours worked, but upon the number 
of miles run or other conditions, such time book may be mod- 
ified or changetl if necessary to meet the conditions attending 
the case. The pay roll should be made from the last named 
record. 

At the end of the month conductors should forward a de- 
tailed statement of service for such month, using for this pur- 
pose the general time book of the company. Superintendents 
should compare the record kept by them with this supplement- 
ary return. 

Conductors of construction and working trains should keep a 
general time book, and forward same to the superintendent, 
properly certified, on the first day of each month; or if more 
convenient, they may use a track time book. A general time 
book should, however, be used, if not inconvenient, as it fur- 
nishes greater facilities for keeping accurate account of time 
worked. 

Method of Computing Wages.— The basis for computing 
wages varies according to the particular arrangements under 
which the service is performed. Wages are paid by the hour, 
day, week or mouth. In some instances it is based on piece work 
or specific performance, as in the case of engineers, whose pay is 
largely based on miles run. 

In computing wages, the agreement or understanding under 
which the labor is performed should be scrupulously observed. 

In the absence of any understanding, agreement or direction, 
the customary number of hours should be considered a day's 
work, and wages should be allowed only for actual time worked. 

In determining the amount due employes who are paid by the 
month, or fractional parts of a month, wages should be com- 
puted on the basis of the total number of days they are required 
to work ; thus, if an employe works on Sundays or holidays, the 
amount of his wages should be divided by the total number of 
days in the month he is required to work, in order to ascertain 
the rate per day. If he does not work on Sundays or holidays, 
the amount of wages he receives per month should be divided 
by the number of days he is actually required to work, in order 
to ascertain the rate per day. 

Fines, if any, for failure to be on hand for work, or for any 
other reason, should be fixed by the official in charge. 

In order to save labor and secure greater accuracy, wages 
should not be computed from day to day, but in the aggregate for 
the whole or part of the month worked. Thus, if paid by the 
hour, the aggregate number of hours should be ascertained and 
the gross amount of wages due therefor inserted in the columns 
provided for such information. 

Time Books.— By reference to the various forms used in keep- 
ing time their simplicity will appear; also their cheapness; also 
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the great eooiiomy of t»bor rec[iiiri!il to kcAp t)iRm,oomparc(l with 
older mill more elaborate forms of Imnkkoepitijr. It miiy Iw iiftld, 
indeed, without exag^mtion, thiit tlicm; tiiiio )>ookH iirc hh simple 
as it ie pogsiblu to mukc tlii-iii ami are arranged with all the skill 
now known to Bei;ure renullR ut the luuKt coHt. wifli the least 
labor, with the loast time, and with tho Kroatiwt ii'rliiinty. 

A careful study of the time booki* cnihodied in tlie appendix 
to this volume will Illustrate, l>ellvr thuii an ydcwTiption, their 
several purposes. Tlmy are inteiideii xiot only to afford oocurate 
information iu reference to the time eauh man works, but con- 
tain a history thereof. 




Carriage in Candahar 

While the duty of keeping the time of men should be 
entrusted to storekeepers at shops and persons in charge at 
other places such trust does not preclude opeiatlng offlci^a 
immediately in charge from making su(h frequent examinations 
as may be neceieary to enable them to know with reasonable 
certainty, that the names as cnteroci on the pay roll are bona fide, 
and that the amounts paid are such as have been agreed upon. 
In order to make this effective, suoh ofBcials should require the 
foremen in charge of the various gangs to carefully scrutinize 
the pa][ rolls before certifying to the correctness of the same. 
An especial and particular value attaches to the certificate ol the 



144 



SCIENCE OF BAIL WAYS; 



foreman, for the reason that he knows each man personally, and 
has knowledge of the time he has worked. The value of this 
information can not be overestimated in auditing accounts, and 
timekeepers and officials of a company should avail themselves 
of it to the fullest extent. 

There is nothing of a confidential nature about the pay ac- 
counts so far as those officers of the company are concerned who 
have charge of labor; officials in charge and foremen should, 
therefore, have access to them at all times, and it is their duty to 
carefully and minutely examine the same. 

In reference to the details, the work of entering the names in 
the time book should, so far as practicable, be performed before 
the commencement of the month. The names of the officials in 
charge should be entered first; afterward those of the office 
force. Following these, the names of the other employes should 
be entered in alphabetical order. If the force be divided into 
gangs, each gang should be entered by itself, following the name 
of its foreman. Names should be classified uniformly, according 
to the occupation, grouping each gang of trackmen, machinists, 
carpenters, station employes and trainmen by itself, all being 
marshalled under their respective foremen. 

The time books should be written up from day to day. The 
prompt payment of the force is dependent upon the prompt ren- 
dering of these books. Thus, on the last day of the month time 
should be taken as early as possible in the afternoon, and the 
time at once posted into the time books. As soon as all the re- 
turns of time worked for that day have been received and en- 
tered, the time books should be closed and the cross extensions 
made, and the total footings and extensions entered and balanced 
with the detailed amounts. The time book is then ready for use 
in making the pay roll. 

In writing up the time book and in making the pay roll, the 
time and rate should be entered in the columns provided strictly 
in accordance with the agreement or understanding under which 
the employe was hired. If he is employed by the month, day or 
hour, his time should be entered in the "time'' column, and his 
rate per month, day or hour should be entered in the "rate" col- 
umn, thus: 



NAME 


OCCUPATION 


TIME 


RATE 


AMOUNT 


Smith. John 


Watchman 


1 month 
2S days 
260 hours 


150 00 

1 00 

15 


ISO 00 


Doe. John 


Laborer 


28 00 


Roe, Richard 


Coal Heaver 


39 00 



At shops antl other places where a pay roll is made, the time 
book should be held until the roll is completed ; it should, in fact, 
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be sent forward with the roll, if possible, or, if not then, as soon 
after as the distribution of labor is completed.* 

At stations and elsewhere where no pay roll is made, the time 
book should be sent forward on the morning of the first day of 
the month, so that those who make the pay roll and the distribu- 
tion of labor may not be delayed. 

The correctness of each time book should be formally certified 
te by the timekeeper {i. ^., the person who makes it) as follows: 
**.» hereby certify that this time l)ook is correct."' 

This certificate should be signed not only by the person who 
eetually takes the time, but by the official who is immediately in 
charge; thus, at shojw it should be signed by the general time- 
keeper and by the timekeeper subordinate to him; at stations, by 
the agent as well as the timekeeper. \n fact, all who are person- 
ally conversant with the particulars of the time book should be 
required to sign the certificate as to its accuracy. 

If the time book is kept by the foreman he should sign the 
certificate; if it is kept by some one else the foreman should 
sign a certificate similar to the above, immediately following the 
record of the force under him. 

When, however, the pay roll is made at the place where the 
time book is kept, only those who are immediately responsible 
for keeping the time correctly and rendering accurate return 
thereof need certifv to the time book. In such cases the certifi- 
cate of the foreman and ofiicials should be made to appear on the 
face of the pay roll. 

At the larger shops it may be desirable, for convenience in 
making the distribution and to expedite work in other directions, 
to provide a time book for each of the various departments or 
shops and for outlying points. These time books should be num- 
bered consecutively and otherwise designate the department or 
shop they refer to.f 

Special forms of time books, in addition to those described, 
should be provided when greater economy or efficiency can be 
secured thereby. 

General Time BooK.t — The general time book is made up of 
loose leaves which are designed to be bound together in book form 
at the end of the month, after an impression copy of the same has 

* A particular purpose had in view in haying this book follow the same 
channel as the i>ay roll is, as stated elsewhere, to afford opportunity to those 
who are responsible for the employment of labor to obtain full information 
in regard to its disposition. Thus, although they may not keep the time, or 
know anything about the details thereof during the month, tne time book 
will afford this information to the fullest extent, so that no one will be unad- 
vised of the particulars of work for which he is responsible. 

t When more than one time book is thus used, the information they con- 
tain should be posted into the distribution book in such a manner that they 
can be added separately therein, and the totals drawn off for veritication ; 
the total of each time book should agree with the footing of that portion of 
the pay roll covered by it. The total footings of all the time books should 
agree with the total footings of all the pay rolls. 

X See Form No. 1, Appendix E. 
10 
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been taken in the office where the time is kept. Where only one 
or two leaves are required for keeping the time of men at a par- 
ticular point, they need not be bound in book form. At all other 
places they should. 

The general time book is designed for general use. Track 
forces, bridge and building gangs and engineers and firemen 
have special time books provided for keeping the time and dis- 
tributing the same, as described elricwhcre herein. 

At places where the check system (see ^* manner of taking 
time") is not in use, the spaces in this form for noting the 
presence of emi)loye8 at quarter time should be usdd. 

The number of hours worked each day should be copied from 
the blotter onto the time book. 

At the end of the month the total columns should be filled in 
accordance with the headings. 

It is from this book that the pay roll is made. 

The occupation of the person should be inserted opposite his 
name in the column headed " liow employed.''* 

Under the head of "remarks" should be noted opposite the 
employe's name any deductions to be made from his wages; when 
a time ticket is issued "time given" shoul^ be written in this 
column. 

If an employe is likely to be engaged upon numerous classes 
of work during the month, sufficient space should be left below 
his name to describe the same; these details are copied from the 
blotter; the work should be done daily. At the entl of the month 
the gross sum thus distributed should be posted into the'* general 
distribution of labor book" under the proper headings.! 

Track Time (and Distiubutk^n) Book.J — This book is 
especially designed to meet the difficulties that attend record- 

♦ Thus, " machinist," " carpenter," " blacksmith," " assistant black- 
smith," etc., designating generally his duties. 

t The general time book, it will thus be seen, not only embraces a correct 
record of the time worked, but contains the details necessary for an accu- 
rate classification of the same for entry in the general distribution of labor 
book. There are two reasons for entering these last named details on this 
book. In the first place, one line or space on this form is sufficient to keep 
accurate account for a month of the work performed by an employe on any 
particular object. Thus, if he is engaged on engine No. 10, the number of 
the engine is entered in the column headed " how employed;" the hours the 
employe works on this engine each day are inserted i^u the column opposite; 
at the end of the month the total number of hours thus worked is entered; 
this total is afterward entered in the general distribution of labor book and 
the amount extended. If these details were entered from the blotter directly 
on the distribution of labor book, it would necessitate a separate entry being 
made on the latter for the work performed each day by the employe in ques- 
tion on engine No 10, thus magnifying work and multiplying details. 
Another important object in specifying the distribution of labor on the time 
book is that it serves to verify the latter in many ways, and as the pay rolls 
are written up from this book the necessity of this verification is apparent. 

X See ?orm No. 2, Appendix E The word " distribution " will be under- 
stood to mean the charging of an outlay to the thing upon which It Is ex- 
pended. Thus a distribution book is a book In which charges are mado 
against various things according to the facts. 
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ing the time and classifying the work of trackmen. It aflfords 
an intelligent history of the different kinds of work per- 
formed and the extent thereof, such as general repairs of 
track, laying ties, laying rails, ditching, freshet repairs, ballast- 
ing, clearing track, repairing fences, watching track and bridges, 
repairing bridges, construction, etc. It is especially designed to 
relieve the foreman in charge of clerical work that he has not 
the time nor the facilities for performing, while it affords him 
all the information required to classify the labor accurately and 
fully. 

The foreman is required to furnish essentials ; all else may be 
done at headquarters. Thus, the foreman should enter the total 
number of hours worked by an employe and should note in the 
column provided the kind of work he was engaged upon. This 
he is required to do at the close of each day. Krom this data 
the clerk at headquarters may till out the amounts. The time 
book provides columns for the various classes of work upon which 
the men are engaged ; the number of hours worked on each are 
carried into these colunms; they may be footed at the end of the 
month by the foreman in charge, when he is able to do so, or 
the work may be performed in the office where the pay roll is 
made. . 

Whatever the wages of the employe may be, the amounts 
charged to the various accounts upon which work is ex- 
pended should agree with such wages. The agreement in a meas- 
ure verities the accuracy of the whole. 

A miscellaneous column is provided in which should be en- 
tered deductions on account of board bills, name and address of 
the person or persons to whom such deductions are due, etc. 
When a time ticket is issued, ''time given " should be written in 
this column. It is also intended to be used to explain the 
character of any unusual work that may have been done; also 
for giving information necessary to a correct distribution of 
the time. 

The book should be signed by the track foreman and for- 
warded ])romptly by the roadmaster, superintendent or other 
official, as may be directed, on the morning of the first day of 
each month. 

No unncressary delay should occur in sending the book for- 
ward as directed, as such delay prevents the completion of the 
pay roll and will, perhaps, prevent the payment of the roll at the 
proper time. Tho^e whose ihity it is to compile the accounts and 
makeup the monthly statement are also embarrassed. 

To facilitate work, tin* tinu^kcoper for each division of a road 
should make a consolidated time book for his division. The dis- 
tribution of labor book used at shops, described elsewhere, 
should be used for this purpose. Jn it should be entered a 
classified statement of the cost of labor for each subdivision so 
that the cost for the various lines may be studied separately. 
It should show also the aggregate number of hours worked on 
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BHiiMiE AND BuiLDiMi Time (and Dl^tribution) BoOK.t — 
This book ia eai>ei:ial]y <)esi;riied to f!it;11itate the keeping of 
time (and (iiatribiitiou thereof), by the toreinaii in charge of 
gan^s of carpenters unil others, enj^a^il in repairs and renewals 
!ui(l in miseellaneous constriictloti work along a line, eonuect«(l 
with brhlgefi, buildings, fences, etc. ('oiunina are provided in 
the blank for the various classes of work npon whii^b the men 
are likely to be engaged, so that all that In uec«ssary is to enter 
the number of houra therein. < 'are should lie taken, however, in 
every case, to locate the work accurately, JIucli of the Itiforma- 
tioii required at lioadquiirterB in making up statements of the 
cost of particular buildings or strut- tures is ascertaiued from Uils 
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•Inoplertobe «bletoconip«ra the cost ol trick labor tor aiffarttnt tioi^ 
UoDs of BToad eObctivel^, ea,clidivUli>nBb<]uld bedlvlded Into seotiODi ol 
from twenty-flTBtoflftymileaftiulaslatemenl mMlool tho cost per mile tot 
each of these eectlona. It sboulil Bbow the number ol men per mile of track. 
The totalloroschdivlBloQshoulilagreBeiaotly with the aggregate foollnm 
o( the track, gravel pit, work train, and other pay rolls embraoftd trnek ac- 
counts. The Bjatom of accounU la cunneotlon wUti traolt labor contemplated 
herelnprovldeafora careful clflsslfloa lion of the work of trackmen and work- 
ing trains, under the following heads: Tieneral repain of roadway and 
track, laying ties, laying rails, ditcblng, freshet repairs, traci watchmen 



■SBltatodty repsjra, bt „. 

ilrs of fonoea roaaerossini 



Ings anil sisns, flaijmBn at crossi 
ratchmen iieeessltaled by repairs 



bridge and track watchmen, bridge watchmen .,^^.,.o',,,„b<7u uj ,T,t™^">, '^ 
pairing bridges and culverts, repairing cattle gnanls, reloading cars, getting 
Carson trackelB . station labor, repairing telegraph, nnloadingooai, watch- 
ing plllneand hauling wood including time of wood trainmen, conatmc- 
tlon of aldiuEs, etc. It la designed to show the coit on each of these KOOonnIa 
tor each subdivision of road. 
tSee FoimNo. 3, Appendix E. 
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book. It is therefore of the utmost importance that it should be 
correctly kept, aiul that the designation of the structures upon 
which the expense is incurred sliould be so clear that it will not 
be necessary in any case to refer back to the bridge and building 
department for information. The book is very simple and easily 
kept, and furnishes the maxinmm amount of information with 
the least possible labor to the person who keeps it. Its require- 
ments should, therefore, be carefully complied with. 

This book provides for inserting from day to day the number 
of hours worked bj each i)erson ; also for distributing the labor 
to the account upon which expended. These duties should be 
performed at the close of each day. The total time worked on 
the various accounts should be noted at the bottom. These added 
together agree with the gross time worked, and serve in a meas- 
ure to verify the latter. 

Under the head of "remarks'' should be entered deductions 
on account of board bills, the name and address of the person or 
persons to whom such deductions are due, etc. When a time 
ticket is issued. " time given " should be written in this column. 
It is also intended to be used to explain the character of any 
unusual work, also for giving information necessary to a correct 
distribution of the time. 

This book should be signed by the foreman and forwarded to 
the shop timekeeper, superintendent of bridges and buildings, or 
other pcirson designated, on the first day of each month. 

The i)ay roll is made direc^tly from this book by the person 
designated to perform such duty. No delay, therefore, should 
atteiKl its transmission. 

Time Book for Exgineers and Firemen.* — This book is 
especially adapted for keeping the time of engineers and fire- 
men. It is also intended to att'ord statistical information needed 
in conii)iling the locomotive report, and for other purposes. 

it is made up of loose leaves, which are designed to be bound 
together in book form after an impression copy of the same has 
been taken in the office where the time is ke])t. 

< 'are should be taken l)y those who write it up to give all the 
information that the form re(|uires, the various classes of in- 
formation being inserted in the ])laces or columns provided 
therefor. Care should also be taken not to omit any deductions 
to be made from employes' wages. When a time ticket is issued, 
'•time given'' should be noted in the proper column. The '"re- 
marks" column is intended to be used to explain the character 
of any unusual work that may have l)een done, such as construc- 
tion, care being taken in every instance to give location, etc. 

This l)ook is designed to be kept at the principal shops for 
each division by the timekeeper in charge. 

At the end of the month all the subsidiary books kept on a 
division should be forwarded to the principal shop of such divis- 

• See Form No. 4, Appendix E. 
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ion, where the pay roll is made, or where the time and wages of 
en^neers and firemen are consolidated preparatory to making 
the roll. 

This preliminary work is rendered necessary by the fact that 
an employe's time, in many instances, appears on two or more 
books; this time should l)e consolidated at the central shop, so 
that the name will appear but once on the roll. In order to effect 
this consolidation properly and otherwise prevent duplications 
and omissions, it will be necessary, in the generality of cases, to 
consolidate the information embraced in all the time books in 
one particular book; or, in other words, to make one time book 
for the whole division. When possible, the time books written 
up at subordinate shops should be incorporated with that written 
up at the principal sboj), without retranscribinjj. 

In order to accelerate the work of consolidating the time at 
the central shop, tissue copies of time books should 1x3 sent to 
each shop on the loth of each month, by timekeepers or subordi- 
nate shops, so that the information may be copied in advance on 
the consolidated book.* 

To facilitate the keeping of this book, and for other pur- 
poses, each engineer should be reipured to return a daily trip 
report f exhibiting the particulars of his service. At the end of 
each month he should supplement this with a return showing 
consecutively the work he has performed. J Supplementary to 
these the timekeeper should be supplied by the train dispatcher 
with a statement II of trains run. These various returns will 
afford, with the assistance of the engine house register, the data 
required in writing up the book. 

When engineers or firemen work in the shop or elsewhere off 
their engines, the fact that they are so employed should i>e en- 
tered in the miscellaneous cohnnn of the engineers' and firemen's 
time book, provided they have made any running time during 
such month. Per contra^ when shop men liave made running 
time, such time shoidd be entered on shop time lK)ok, provided 
they have worked in the shop during the month. [Note. — The 
object of this rule is to prevent the names of the employes re- 
ferred to appearing on more than one ])ay roll. In order to ac- 
complish this, the wages of engineers and firemen for shop work 
will be entered on the engineers' and firemen's pay roll for the 
amount due them for running time, provided they have made 
any nmning time during tlie month. If thev have, the wages 
will be entered on tlie slioj) i)ay roll, (yontrariwise, the wages of 
shop men who have running time will be entered on the shop 



*In some caseR the pay roll Im ma^le at the principal shop of a division; In 
others it is ma^le elsewhere. But the rule in regard to consolidating the wajgei 
of engineers and firemen on a particular time book, for a whole dfyiiBion, iFii 
well to observe in all cases. 

fSee Form No. S, Appendix E. 

tSee Form No. 9, Appendix E. 

11 See Form No. 10, Appendix E. 
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pay roll, provided they have shop time durin<; the inontli: if 
they have not, the \va«^es will l)e entered on the engineers' and 
firemen's pay roll.] 

The distribution of work performed by en«i;ineers and fire- 
men when ofi' their locomotives should, for convenience of ac- 
counting, be kept l)y the timekeeper upon a separate book. At 
the end of the month this ])ook should be sent to tlie oftice wliere 
the pay roll is made. 

The time allowed locomotive dispatchers (if kept on the en- 
gineers' and firemen's time book) should be entered in the "mis- 
cellaneous"' column, their wages being inserted in one of the 
blank lines provided, so that it may not be confused with the 
running time of engineers. 

Labor Blotter.* — This form occupies an important place in 
the keeping of the accounts of labor. Jt is a common day book : a 
memorandum, rather than a record. It is designed for convenient 
use about shops. In it should be inserted the name of each em- 
ploye. It should 1)0 used in taking quarter time in the middle of 
the forenoon and again in the middle of the afternoon. It is also 
used to designate the hours worked by each employe, and the 
account or accounts to which such work is chargeable. 

Afterward this information is entered on the general time 
book. 

The inconvenience of distributing labor under several heads 
on the general time book renders the use of the blotter at shops 
especially convenient. When, however, the total time of a group 
of employes is chargeable to a particular thing, the blotter may 
be dispensed with, as the distribution may be designated oppo- 
site the names of the employes on the general time book. The 
blotter is especially convenient where labor is chargeable to a 
variety of accounts, or where the number of hours worked from 
day to day by employes varies; also in those cases where the 
book used in taking quarter time becomes much soiled by use. 

(^LASSIFICATIOX OF LaBOR — DISTRIBUTION BoOKS. — lu OrdCF 

to understand accurately the questions attending the employ- 
ment of lal)or, its extent and purpose must be known. This, 
when the labor is diversified, recpiires that it should be systemat- 
ically classified, the subdivisions l)eing so minute as to afford an 
accurate and intelligent digest of the whole. 

The subdivision should not only specify the nature of the 
work, but its location and cost, being altogether so explicit in 
regard to details that it only remains to study the same in order 
to understand the full scope and purpose of- each expenditure. 

It is largely for this purpose that operating expenses are care- 
fully subdivided; that disbursements for construction are mi- 
nutely classified ; that a(5counts are opened with each article or 
group of articles manufactured, and for other purposes. The 



*See Form No. 13, Appendix £. 
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classification should permit of the details of cost being accu- 
rately known, so that by analysis and comparison the relative 
economy exercised may be judged. 

So far as the exigencies of accounts will permit, without 
undue expense, it is designed that everything that enters into 
the cost of a thing shall be charged thereto. Thus, the cost of 
handling material, the outlay for the construction or repair of a 
building, platform, yard, fence, bridge, culvert, engine or car 
should so far as practicable be charged thereto. When, however, 
the expense of accounting is greatly increased by too minute a 
subdivision of expenses, and the value of the information thus 
obtained is not commensurate with the outlay, it should not be 
attempted ; the design should be to make the method of account- 
ing subordinate in every case to the value of the same ; never in 
any instance to incur expense that is not justified by the use 
made of it. 

So far as agreed upon, the subdivisions of expenditures should 
be scrupulously observed, in order that returns may not be mis- 
leading as regards cost of particular things, or otherwise lose 
their value for purposes of comparison. 

In addition to the expenditures of a company for operating, 
construction, manufacturing and similar outlay, more or less 
work is performed for others for which a company! is entitled 
to receive pay. Accounts are required to be kept of all such 
labor so that it may be brought to the notice of the accounting 
and financtal officers of a company, that the same may be duly 
and clearly recorded and the amount collected. 

In order that all these things may be successfully accom- 
plished without confusion or failure, it is of the greatest impor- 
tance that those who have the keeping of time of employes (and 
the distribution of material and expenses as well) should be 
familiar with the various classifications of a company, and the 
machinery by which they are carried into eff'ect; also the general 
and specific objects that such classifications and accounts are de- 
signed to accomplish. This requires that they should not only 
study the mechanical appliances, but the theory and principles 
that the ])iinted forms are intended to carry out. This study 
will enable them to perform their work more intelligently and 
will sharpen their appreciation of its needs, so that better knowl- 
edge of the conduct of accounts and greater efficiency therein 
will grow out of it. 

In order to classify the expenses systemati(%ally and preserve 
a clear and permanent record of the same, distribution books are 
provided.* In these, accounts ar*^ to be opened for each expend- 
iture having a separate identity in the classified list, such ac- 
counts being entered in their due order and secpience, care being 

♦ These distribution books are written up by the person who keeps the 
time or in the oflice of the oflicial to whom the time books are sent, as spe- 
cifically directed in each case; they may be used at the general ofl9ice as 
journal vouchers, the totals only being entered on the general books. 
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taken in every case to use the (lealfrn.ition prescribed by the rules 
^roverniiig tlie Hame. 

Ill writing up tlie aciiouiiLM, tlie record tlirougliout should Iw 
ao clear an exposition of tlie niibjei^t thnt it mn.y he fully uniler- 
Htood and analyzed witliout corrtjMjioiiilciico or turtliur refcrciii« 
to the person returning it. 'I'Iiiih, the Items of «auh account 
should be given, ini/hidiiifr nuuica of cuiployeB. how ongaK^i, 
rates and amounts for each sui>arately ; also the total rost or a^ 
gregate of all the it«ms. In giving the name of an account, 
especial cure sliouli) he taken to make It so explicit and clear tliut 
It may be easily identined wherever referred to, so that the de- 
tails of cost aft'ecting any account may be colle<!ted from the 
various books in whicli it is mentioned. 

In classifying exiieiulltiires for labor (and for material ex- 
penditures as well) It will be understood that the work should 
not be performe<1 at random in any instance, but according to 
preconceived rules and regulations; If the disposition of an ex- 
pense la not known or not clearly indicated - by an analogous ae- 
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count, Information should be asked of the accounting ofScer; 
this will not only insure uniformity, hut will also enable a com- 
pany to supply omissions or correct inaccuracies in its ctasslflca- 

In further exptanatioti it may be said that In no case should 
the distribution of the labor of an employe or class of employes 
be governed by general duties, but should be speciAc in each in- 
stance; thus, the wages of engineers, when engaged In shops, 
should not be chargeil to the account Icnown as engineers and 
firemen," but to the thing upon which they are ongage<1 in the 
shops, the same as machinists and car)ienters. This rule also 
applies to every branch ot the service, care being taken toclasslfv 
the work according to the particular thing done and not accord- 
ing to the general duties tliat the employe performs. This is 
necessary in order to enable a management to understand 
clearly the cost, relatively and otherwise, of each thing for which 
money Is expended. 

The General Distrihution' op Labor Book.* — The dis- 
tribution of labor is designed to be kept on loose sbeeta; 

* See Form Ha 14, Appendix E. 



166 SCIENCE OF BAIL WA YS; 

it is quite as convenient in this way as it is to keep it in 
a book ; at the end of the month an impression copy is taken of 
each of the sheets by the timekeeper. In this way he is put in 
possession of a perfect record at little cost. Afterward the sheets 
are bound in book form. They then constitute the " distribution 
of labor book.'' 

A separate account should be opened in this book with each 
account upon which labor has been expended. It will thus show 
not only the source of the expenditure, but the details thereof, 
and the aggregates as embraced in the recapitulation. It is posted 
from the time books. 

As explained elsewhere, it is found desirable, in some 
cases, to provide printed forms for distributing labor so as 
to reduce the clerical work to the minimum. This is so in re- 
gard to track labor and for men engaged in repairs and renewals 
of bridges, buildings, fences, crossings, platforms and yards; 
the number of men engaged does not justify the employment of 
a timekeeper. The classification of such labor is comparatively 
simple and may be condensed to a greater extent than is possi- 
ble in case of machinists and carpenters engaged about a shop; 
the great number of the latter and the widely diversified work 
upon which they are engaged require, comparatively, elaborate 
bookkeeping. The general distribution of labor book is designed 
to meet such cases. It is also convenient for use in consolidating 
the special forms of distribution books and time books used in 
connection with the track, buildings and bridges, and other de- 
partments, it possesses, like a journal or ledger, adaptability 
other forms do not. 

The general distribution of labor book is designed for use 
in writing up the general books of a company. It should, there- 
fore, be forwarded to the accounting officer. Those who com- 
pile it should not keej) it in their possession longer than is neces- 
sary; the utmost celerity should be exercised, it should be sent 
forward from small slioi)s and where the work is slight on the 
third of the month ; at larger shops and for divisions as early as 
the tenth. 

It should be remembered, in this connection, that the value 
of statistics of this kind is largely dependent upon their early 
compilation. The earlier the details are known, the more val- 
uable they are to a management. This requires that everyone 
who has anything to do with the distribution of labor or the 
examination of the accounts should act promptly and expe- 
ditiously. 

A general distribution of labor book should be returned by 
each shop. Such a ])ook shouhl also be returned by those having 
charge of the general accounts of the several divisions. Thus, 
the time books of the track forces should be consolidated and 
copied into a general distribution of labor book; the same rule 
should be enforced in regard to the time and distribution books 
for bridge and building department, engineering department, 
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etc. The distribution of station labor and train forces on each 
division should also be consolidated in one general distribution 
of labor book. 

As a rule, all the track time books for a division are sent to 
some central otlicc for examination and for use in making the 
pay roll; the same practice is generally observed in regard to 
time books used by gangs at work upon bridges, buildings, 
fences, platforms, etc. ; it is also observed in regard to the engi- 
neering forces scattered over a road: to the station and train 
forces of a division, and so on. The oliicial to whom these books 
are sent should consolidate the information they afford in one 
general distribution of labor book. 

The distribution of the time of engineers, firemen and dis- 
patchers should be inserted in the general distribution of labor 
book for the shop at which the pay roll of engineers, firemen and 
dispatchers is made. 

Labor should be charged to the account upon which it is ex- 
pended in the month it is expended. 

Accounts should be opened on the distribution of labor book 
in the order prescribed by the accounting officer;* a recapitula- 
tion of the whole should be given at the end. 

in opening aocoimts, sufllcient space should be left to accom- 
modate all the items for each account for one month. 

A separate distribution of labor book need not be rendered 
for each pay roll. Several pay rolls may be grouped in one 
book, but the aggregate amount of pay rolls thus entered should 
agree with the total amount of the distribution book. 

The distribution of labor book should in every case specify 
the name of the time book or books from which it is compiled, so 
that it may be compared with the same in detail. 

ITnder headings embracing such items, a sub-account should 
be opened for eai;h bridge, culvert, viaduct, building, dock, 
wharf, ferry boat, locomotive, stock yard and dining car for 
which expense is incurred.! 

A separate account should be opened with each individui^l, 
firm or corporation against whom a charge is incurred. It is 
the duty of the person returning a book embracing accounts of 
this kind to attend personally to the proper recording and ren- 
dering of bills against such persons. 

The wages of employes engaged in the manufacture of mate- 
rial should be charged to the cost of the material upon which 
they are at work. 

Much of the information contained in the distribution of labor 
book may be written up in advance of the closing of the accounts 
for the month. Thus, the headings may be inserted, and the 

♦For list of accounts see Appendix B. 

t The several charges under the respective heads as noticed, should be 
summarized and the total of each carried to the final recapitulation at the 
end of the book. For directions as to the manner of making these recspitola- 
tions see Appendix C. 
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name or number of employe, kind of service, folio of time book, 
and rate. These details may be gathered from the distribution 
book for the preceding month and from the time book of the 
current month. If inserted in this way in advance, work will be 
greatly facilitated, and it will be possible to complete the distri- 
bution of labor book earlier than would be possible if the whole 
had to be written up after the close of the mouth. 

Deductions From the Pay of EMrLOYES— Garnisiimknts.— 
It frequently becomes neceissary to make deductions from the pay 
of employes to cover amounts, such as garnishments, amounts 
for board, accident insurance premiums, payments on account of 
watches, uniforms, commutation tickets, lines, deductions, and 
other things, where the interests of the employe are especially 
benefited by this intervention of a company on his behalf, or 
the law enforces it, as in the case of garnishments. 

However, the full amount due the employe should be entered 
on the pay roll. The amount to l)e deducted should be noted 
opposite his name. Great care should be exercised at all times 
not to neglect to make this notation. It sliould be noted in the 
column for deductions on the pay roll and in the miscellaneous 
column in the time book. 

When practicable, entries of this kind on the time book should 
be made in red ink. so as to make them as conspicuous as possible; 
in any event the entry should be made prominent, so that it will 
not be overlooked when making the pay roll or when giving a 
time ticket or letter of advice. 

Deductions from the pay of employes should be made in the 
current month, unless special provision is made to the contrary. 

No one should promise, or bind a company by making 
promises on its behalf, that it will collect debts due by employes. 
When desirable, a company should assist in undertakings of this 
kind, but it can not bind itself to make good an amount if through 
any neglect on the part of its employes the debt is not collected. 
However, in the event of loss through failure to note on a pay 
roll or time ticket that a deduction should be made, or in the 
event of failure to deduct the same from the wages of the payee 
afterward, the person to blame should be held responsible. 

No one should be authorized to make deductions from the 
pay of employes on account of sums due by them, even when re- 
quested to do so by the employe (except in the case of amounts 
due the company or for garnishment), unless instructed to that 
effect by the proper officer, as it is not desired that the company 
shall intervene in such matters except in cases of particular 
emergency where the convenience of the employe and the inter- 
ests of the company are alike advanced thereby. 

in every case where a company undertakes to make collec- 
tions, an immediate record thereof should be made in the office 
where the time -of the employe is kept, also where the pay roll is 
made, 
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When a great mauy deductions are to be made, a blotter 
should be kept on which the particulars should be entered as 
they occur. Afterward an alphabetical list of the same should 
be compiled for use and reference in making the pay roll. The 
aggregate amount of this list should agree with the total foot- 
ings of the blotter. 

A summary of the amounts due to particular persons or cor- 
porations on account of deductions should be inserted on the 
first page of the pay roll, so that the amounts and the names of 
persons to whom due may be seen at a glance. 

Garnishments. — In reference to garnishments against the pay 
of employes or for other sums due by a company, immediate 
notice should be sent by the legal department, or official convers- 
ant with the facts, to those whose duty it is to issue certificates 
of indebtedness, such as time tickets or vouchers, of all suits of 
this nature. Notice should also be sent the treasurer and pay- 
master. 

Upon receipt of notices of this kind, a reply should forthwith 
be returned to the sender notifying him of the amount due the 
employe, whether the employe is married or not, and other 
necessary particulars. 

When the pay of an employe is garnished, the total amount of 
wages unpaid on the roll at the time should be withheld until the 
settlement of the suit. In the event the payee has given orders 
against his pay, or a portion of it is set aside for any other pur- 
pose, such claims should not be paid until formal notice of the 
withdrawal of the suit or its settlement has been given by the 
proper official. 

No time ticket or voucher should be made in favor of a per- 
son who is garnished, or. if made, should be cancelled by 
noting the word "Garnished'' across its face. A company after 
being garnished can not pay the sum covered thereby except 
after adjudication by the court or abandonment of the suit, 
without its becoming responsible for the debt. 

At the end of tlic montb a statement should be made by the 
])aymaster of wages garnished, giving the name of the person, 
his occupation, ])lace of residence, and gross wages. In the 
absence of instructions to the contrary, this statement, together 
with the gross wages thus garnished, should be turned over to 
the treasurer, who should thereafter give the matter attention. 
The utmost care must be taken not to pay wages that have been 
garnished, exce])t under due process. A time ticket should never 
be issued without first carefully searching to ascertain whether 
the person's wages have been garnished. Nor should the pay- 
master ever pay anyone without knowing whether their pay has 
been garnished or not. 

Pay Rolls.*— Th Kill Payment. — The pay roll is the most 
important voucher that a company has. It is made up of innumer- 

*See Form No. 1ft, Appendix E. 
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able l>etty tt«niH and cmbraijcs tlio result of a, vaHt network ot 
accDuntlug and preliiniiinry derical work. The iittnoHt care is 
required to be excri^iHed lu itn itompllatioti, llrst iti keeping the 
time of einployeK, afterward in determining tlie wages due tlism, 
and flually in making tlie roll. 

Ah the pay roil frequently eniliraceti many time books, it 
becomes neeessary to iloslgiiatJj in every instance the person who 

The pay roll is iiitende<l to show in detail each man's service, 
his name, what he does, where employed, tlio time lie bag 
worked, the rate lie receives, tlie gross amount of wages be has 
earned, tlio amount (if any) to t)e deducted from bis wages, to 
whom ttao deduction is piyablc, the lialance due tlie employe, 
and flually the receipt or evidence of payment by the company.* 




Wages should l>e entered on tlie pay roll for the month in 
whicti the service occurs. 

The amount of each roll should agree with tJie footings of the 
time books from which it is copied, and these in their turn shonld 
agree witli the diKtrlbutloii of lalwr sheet or liook. iCach serves 
as a chock upon tlie other, and in a measure proves ttie accuracy 
of tlio whole. 

The naturul divisions of the service should Ije observed in 
making the pay rolls. Only such employes should l>e grouped 

•Many eompatites illvlflB their pay rolls Inlo two eUssoa, namely, thoee 
who worlc anil IhoKDwIio do not.— "active " and "diaabled." The disabled 
embraces IhoBB that are peuHlonaUK any, those who have been Injured In 
the service, are slcb, or are carried on the pay toI! for any other special 
reason . Tlie plan Is an excellent one. Every company should hare a diia- 
bnlly roll. It shown at n glance the extent of Iti expenditures in thla 
dlrecUou ; the division, moreorer, lacllltkleB acoountiiig. 
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together on a roll as the local officials who are required to certify 
to the correctness of the same are personally able to vouch for. 
This will necessitate a separate roll for each division for road- 
way and track; for engineers and firemen; for each shop; for 
bridge and building gangs; for the station force; for trainmen; 
for extra or special gangs of men ; also for the general office and 
for employes of particular departments stationed oflT the line. 

The rolls for small shops on a division may be bound to- 
gether in one book to lessen clerical work. In gnch cases, pro- 
vision should be made for inserting the approval of the general 
officers on the last sheet in such book instead of upon each roll. 

When the pay rolls of several shops are bulked together in the 
above manner, a recapitulation should be attached to the last sheet 
showing the amount of each pay roll and the amount of the whole. 

When the accounts of a small shop or roundhouse are kept 
under the su])ervision of some central shop on a division and 
there are only a few names to be entered on the roll, such 
names may be incorporated on the pay roll at the central shop. 

Pay roils should l)emade on or before the fifth of the succeed- 
ing mouth. They should not be delayed in any office through 
which they pass. If the official in charge is unable to certify to 
them immediately, owing to absence or other cause, his assistant 
or clerk should act for hiui without delay. The date upon which 
each certificati; is attached should be entered opposite the signa- 
ture of the person certifying. Kolls should not be detained in 
any office to exceed six hours. Any dilatoriness incompleting 
or forwarding the rolls retards the work of others, and may 
result in delaying payment and other serious injury to the 
service. Promptness should, therefore, be the rule in all cases. 

In order to anticipate, so far as possible, the labor of making 
the pay roll, it may be commenced before the close of the mouth 
at shops and other points where a large number of men is em- 
ployed. But only the names and the rates paid may be entered 
in advance. This will serve to divide the work and lessen the 
amount at that particular period of the month when the rush 
is greatest.* 

The name of each and every employe should appear upon the 
pay roll, and no employe's name should appear upon more than 
one roll (except in case of transfer of employment to another 
department of labor, or from one division to another, during the 
month) or in more than one place upon any roll. 

When an employe is transferred from one department to 
another, his name should appear upon the pay roll for each de- 
partment for the amount due him. 

* In the event the roll is made at some central shop a memorandum of 
the names and rates paid mav be sent bv subsidiary shops the latter part of 
the month to the person who makes the pay roll, so as to anticipate the 
labor as much as possible. This rule should be especially observed in regard 
totheeng^ineers and firemen, where the payroll of such forces is made at 
some central point. 
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When employes run in common over two or more divisions, 
the whole pay should be returned on the roll of one of the 
divisions, the portion belonging to the other division being 
charged in the distribution of labor book under the proper 
operating or construction account to sucli divisions. This rule 
embraces employes at the junction of two or more divisions; 
employes running over two or more divisions, and others 
similarly engaged. A statement of the amounts thus charged 
should be rendered monthly to the debtor division by the otticial 
making tlie charge. 

When an employe works in common for two or more depart- 
ments on a division, the whole amount of his pay should be 
entered on the roll of one of the departments interested. The 
storekeeper of the department returning the time should ascer- 
tain the distribution for the other department and should include 
it in his distribution of labor book. 

The following rule should govern in reference to transfers 
within the same department of service on a division : When the 
place of employment is changed during the month, say from one 
station to another, or from service under one conductor to 
another, or from one track section to another, the name of the 
person thus transferred should be entered on the roll at each 
place or under each head where engaged. But the amount due 
for services should only be extended opposite the last place where 
employed ; at this place a recapitulation should be made on the 
roll giving his name, the various places where he worked, sepa- 
rately, occupation, time, rate and wages; following and opposite 
this recapitulation the total sum due him should be carried into 
the * amount" column. At each of the places (under each of the 
heads) where engaged during the month, the name should be 
given, also occupation, time and rate; opposite this should be 

noted "transferred to page number ," giving page and 

amount of wages transferred. The observance of this rule will 
keep the record of service intact and at the same time prevent a 
name appearing on a roll more than once for payment. The rule 
applies only to transfers in the department of labor covered by a 
particular pay roll. If an employe in the train service of a 
division should be transferred to its track service, the name and 
wages due for the respective kinds of work should appear on the 
roll for each, and so on. An exception to this rule is made in the 
case of engineers and firemen having shop time or vice versa as 
provided herein. 

Amounts to be deducted from the pay of employes should be 
entered opposite their names in the column •' paid on account " 
on the pay roll, giving the name of the payee in each case, also 
the reason for the deduction. 

On the first page of the pay roll should be shown the aggre- 
gate amount due each payee for deductions from employes. This 
statement should be headed " deductions from the pay of em- 
ployes." It should be footed and the total should agree with the 
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gross amount of the column for deductions from the pay of em- 
ployes. The receipt of the payee for such sums should be taken 
]>y the paymaster at time of payment, as in otlier cases. 

In the event a time ticket has l)een issued, tlie words " time 
given"" should l)e noted in the cohimn headed "received l)ay- 
ment" opposite the name of the employe. The person who 
makes the roll is responsihle for the insertion of notations of 
this nature on the roll. 

In the event the pay of an employe is garnished, the fact 
should be not€d in the same way opposite the name of the em- 
ploye on the pay roll by the ofllcial to whom the notice is sent. 
When the garnishment is released or the suit settled, the date and 
particulars thereof should also l)e noted on the pay roll. 

If an employe dies, the pay roll should be marked, opposite 
his name, "deceased.'* 

All gratuities allowed (i. e., amounts for which no work has 
been performed) should be noted on the pay roll in red ink, so 
tliat the extent of such allowance may be seen at a glance. In 
order to facilitate this, such entries should also, so far as practi- 
cable, be made in red ink on the time books.* 

The sheets of each pay roll should be numbered consecutively 
in the upper right hand corner, commencing with number one. 

In making the pay roll, the name of the official or officials in 
charge should be given first, then the clerical force, if any ; after- 
ward the names of the employes should be arranged in alphabet- 
ical order, and following the name of the foreman of each gang. 

In entering the names on the pay roll, the surname should be 
given first; afterward the Christian name in full; the initials 
also, if any, thus : " Howard, Peter C." This rule should be care- 
fully observed, as in the multiplicity of names that appear it is 
unavoidable that the same name and initial will frequently occur, 
the only manner in which they can be distinguished being by the 
Christian name. In some cases this also is the same; when this 
is so, a distinguishing number should be inserted opposite each, 
so as to distinguish between them. 

In order to facilitate payment and for other reasons, tbe em- 
ployes on each ]my roll should be numbered ; the number may be 
entered at the left of the name. 

In making the engineers' and firemen's pay roll, the number 
of miles run should (in order to facilitate comparison) be en- 
tered. A special column should be provided for this purpose on 
the roll. A memorandum should also be made opposite each 
name of shop time. Also the amount of any bonus or extra time 
allowed. In this way a resume of the whole may be quickly 
grasped. 



* In entering gratnitles on the pay roll, they Bhonld be noted in ihort, 
with the balance due, thus: 

Regular 169.80 

Gratuity 4.70r-|74.G0 
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In order to prevent the names of employes appearing on more 
than one pay roll, the wages of engineers and firemen for shop 
work should be entered on the engineers' and firemen's pay roll for 
tlie amount (hie them for running time, provided they have made 
any running lime during tlie month;* if tliey have not, the wages 
should l3e entered on the shop pay roll. ( 'ontrariwise. the wages 
of shoj) men who have ruiniing lime should be entered on the shop 
pay roll, providing they have shop time during the month; if 
they have not, the wages should be entered on the engineers' and 
firemen's pay roll. 

The names of locomotive dispatchers may, if more conven- 
ient, be x)laoed upon the engineers' and firemen's pay roll. 

As soon as a roll has been completed, the official whose duty 
it is to render the distribution of labor book therefor, should 
notify the treasurer of the total amount; he should also send a 
comparative statement of the pay roll to the division superin- 
tendent interested, so that the latter may have early advice of 
the extent of the expenditure incurred. 

Eacli pay roll should be bound with a good substantial paper 
cover, in the office where it is made, the name and amount of the 
roll being legibly written thereon. (Jovers for pay rolls should 
be kept in stock by the stationer so that they may be uniform 
and suitable. 

Pay rolls should not be folded, but should be sent forward 
under strong tin covers provided by the stationer. 

In making the pay roll and in certifying thereto no interme- 
diate or blank lines should be left. 

The certificates of the correctness and authenticity of the pay 
roll sliould ]je made on the last sheet, and should be signed by all 
those who are conversant with the facts or in any way responsi- 
ble for the labor. 

At shops the roll should be certified as follows : 

First, l)y the foreman. If there are two or more foremen 
eacli should certify immediately after the names of the gang un- 
der him. So(^ond, by the clerk or clerks who take the time. In 
the ev(Mit there \a more than one clerk, their (certifications should 
follow imuKMl lately after the last of the nam(»s of the employes 
of which they keep the time, respectively. Third, by the store- 
keej^er, or head timekeei)er. who is res])onsible for the general 
correctness of the account. Fourth, by the official in charge of 
the shoj) or shops. In the (>v(Mit there are two or more ofllcials, 
their certifications should follow immediatelv after the last name 
of th(»ir resjHvtive forces. Fifth, by the master mechanic or su- 
l>erior official immediatc^ly responsible for the labor as a whole. 
Sixth, by the division superintendent, general superintendent. 



•Thus: RunninK time $60. 70 

Shop time 4.70-|65.40 

Note "switching" opposite, if cngatjeti in such service, etc. 
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general mana^r, e.m\ finally by the official who approves for 
payment* 

Wben a pay roll reactaee tbe paymaster, lie should cause the 
extensionB anil footings to be carefully ro-examiiie<l, an<l when 
be has made such examination and corrected all errors, should 
append his certificate to that effect. 

In cases where employes located at different points are 
grouped In one pay roll, say for station, train, track, yard, and 
other scattarcd forces of a division, the rules tliat require tbe 
local oHIcials in charge to certify to the correctness of the pay 
roll maybe dIspeuHed with, as such certiHi-ntion would require 
that the roll should tin siMit to them. This would occasion both 
delay and inconvenience. puRsibly loss. Tiie certification of such 
ofUciiilH should be uttuched to the time books or sheets from 
which the roll la made; these accompany or follow the roll and 
serve to verify it. 

The duty of certifying to the pay roll, it should be remem- 
bered, is not a mechanicalone, but one of vital consequence to 




Carriase In Trie«t«. 



a company It should he done intelligently and with a due 
understanding ol tbe responsibilities that attach to such certifl- 
lation 



■ Tbe seaerBl lorm o[ certlflcatiou to be attached to euth p«; roll li •■ 
I certily that the toMgalng men vere employed oi 
I hereby oerti tf that thle pay roll Is correct. 

General ^remsD. V^'^.'.'.'.'.'.'.'.'.'.'.'.'.V.', JM.'. 

Muter UecbanlD , IN. 

Bupl. U. P.&U lat.. 

DIvlalon Supt. IBB.. 

General Supt. 18>,. 

General Manager. ISB.. 

Approved for payment 

Anditor ol Eipend'n. , ISB.. 

EilenslonB and lootings examined and all e ' ~ 
Paynuuler* 
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Each one who certifies to a roll is responsible to the extent of 
his knowledge and discretion. This is especially true in regard 
to the local officials who make the pay roll or who have personal 
knowledge of the facts it contains. Thus, the foreman should 
never in any case certify to the correctness of a roll until he has 
carefully examined the list of names, also the rates paid and the 
time each man has worked. The certification of the foreman, it 
may be said, should have the effect to prevent material inaccura- 
cies, as he knows personally the name of every employe. His 
certification affords the best evidence possible that the figures of 
the timekeei)er are substantially correct. 

The certificate of the time clerk should, manifestly, be correct 
in every respect, as he is j>ersonally conversant with the name of 
each man, the actual time he has worked and the amount of wages 
due him. The certificate of the general timekeeper or store- 
keeper should be equally valuable, because his measures should 
be such as to enable him to know that the time has been cor- 
rectly kept and is accurately described on the pay roll. The cer- 
tificate of the general foreman or official in immediate charge of 
the shop or place is nlso of great value as a means of verifying 
the names given and the rates paid, for the reason that he knows 
generally each man, and in the event of errors or inaccuracies 
should be able to discover the fact; this is also true in regard to 
the certification of the master mechanic or person in charge, the 
general supervision that he exercises over aft'airs being such as 
to assure him that the accounts are substantially accurate or 
otherwise. 

When rigid formulas are not observed in recording the time 
of employes from day to day, errors are more likely to occur 
than is supposed. Thus, where no record is made of the time of 
an employe who works ])y the month imtil the end of the month, 
the names of those who have h^ft the service are liable to be 
copied from the preceding month's roll inadvertently. On the 
other hand, employes engaged at isolated i)oints are liable to be 
omitted entirely from the roll under such circumstances. More- 
over, inaccuracies and errors will be of constant occurrence in 
coiuiection with rates allowed, time worked and other details. 
These and other considerations render it necessary that a daily 
record should be ke])t of the time of each person, no matter 
whether he works by the hour, day, month or otherwise. Also, 
that everyone who has j)ersonal knowledge of the names that 
ai)pear on the roll, and of the time they have worked and the 
rates they receive, should certify to the same, but only after 
making a thorough and intelligent examination of the roll. 
If these precautions are observed, it is impossible that errors 
or inaccuracies should occur without being dis(;overed and 
corrected. 

in reference to the payment of the force, every emjdoye 
whose name ai)pears ujion the pay roll shouhl appear personally 
before the paymaster for his wages. 
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Payments may be made by certificates (time tickets) to those 
who leave the service of a comi)aiiy or are transferred from 
one division of the road to another, but all others sliould be paid 
by the paymaster. 

Amounts due to parties for deductions from pay of employes 
should be paid by a particular official. 

Employes should not be allovsred to give orders on a com- 
pany for their pay except for good and sufficient reasons as 
explained elsewhere. It is impossible to surround such orders 
with necessary safeguards. Every company provides a par- 
ticular way for paying its employes, a way especially designed to 
meet the convenience of employes and its own necessities. This 
way, whatever it may be, should be lived up to to the letter.* 

A particular time is designated by every company for paying 
its force, according to the labor required in examining the ac- 
counts, completing the pay rolls and making other and necessary 
preparations, it will vary according to the exigencies of the 
service. Employes are expected, however, to wait for their 
wages until the company is ready to pay them. However, when 
a person leaves the service of a company and can not await the 
usual course of payment without inconvenience or hardship, or 
is disinclined to do so and there is no reason for withholding his 
pay, the officer who made the roll should communicate with the 
paymaster in reference to the matter so that he may proceed to 
make the payment. 

Whenever a gang of men is discharged, the paymaster should 
be notified in advance so that he can arrange for its payment. It 
is desirable to avoid the issuing of letters of identification or 
time tickets under such circumstances, if possible. Kisk may l)e 
avoided and the men accommodated by the paymaster giving the 
matter attention. 

No one in the service of a company should be allowed to 
traffic in the wages of employes or to discount their pay. A 
company should pay all wages due promptly and without 
rebate, and meet every reasonable and proper requirement in 
this direction without the intervention of others. It is the ex- 
perience of railroads that they do this generally and fully. 

Time Tickets t — Issuing Same— Payment of Wages.— A 
time ticket is a certificate of wages; a statement of the amount 
due the person in whose favor it is made. 

The utmost circumspection should be exercised by those who 
are in any way concerned in issuing these important documents; 
the same care, in fact, that would be exercised in issuing a 
check on a bank, or making payment in any other manner. 



* In my judgment there is but one safe way and that is to require each 
employe to appear personally before the paymaster or his deputy. In the 
absence of instructions to the contrary, it is a safe rule to follow. 

t See Form No. 17, Appendix E. 
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In no case should a time ticket be sicked or countersi^ed 
until the persons who perform such duty have assured them- 
selves that the ticket is correct in every particular and in ac- 
cordance with the facta, and that the service has been performed 
as stated. 

For the better protection of a (company and the employe, 
and to obviate any doubt as to the terms and conditions upon 
which every time ticket is issued, the following form of agree- 
ment is printed on the back of the ticket. This agreement the 
payee is required to sign at the time the ticket is delivered to 
him: 

AGREEMENT UPON PART OF PAYEE. 

This time ticket, upon which payment for wages is made, is accepted by 

me in full payment for services of every name and nature for the 

Railway Company, or companies owned or 

controlled by it, up to and including the time specified herein. 

It is accepted by me subject to the rules and regulations of the company 
on whose account it is issued I agree not to negotiate it or attempt to collect 
it through any bank or collection agency, but to present it in person to the 
paymaster of the company, or such agent as may be authorized to pay it 

It is also understood and agreed to by me, as Witnessed by my signature 
hereto, that in the event I should lose this ticket, or it should otherwise pass 
out of my hands, and in consequence the amount called for should be paid 
to a wrong person, I will not hold the company responsible for the amount. 

Signature of Payee, i. e., person to whom this ticket is issued. 

Witness 

Title 

Another and an important purpose that will be served by the 
foregoing agreement which the payee signs, is that it will 
enable him to secure the sum due him with the minimum amount 
of trouble. It will facilitate his identification in presenting the 
ticket for payment. It renders it unnecessary for him to hunt 
up witnesses. The payee must personally sign his name to the 
agreement. IThS can not write, he must make his mark. This 
must be done at the time the ticket is delivered to him and in 
the presence of the person issuing it, who must sign as a witness. 
In those cases where the person issuing the ticket does not per- 
sonally deliver it to the payee, the agreement must be signed in 
the presence of, and must be witnessed by, the ofiicial who does 
deliver it. The signatures of those who act as witnesses must be 
known to the paymaster and agents of the company who may be 
called upon to pay time tickets. 

When a time ticket is delivered to the payee, and before he 
signs his name, his attention must be called to the agreement 
printed on the back, so that in signing it he will do so under- 
standingly. 

Instances will be of repeated occurrence, however, where it 
will not be possible or practicable for the employe to appear per- 
sonally before those who sign and countersign time tickets. This 
will be so in the case of persons employea at stations and upon 
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the track and at places scattered along the line away from head- 
quarters. When such employes leave the service a request for a 
time ticket is sometimes issued and sent to headquarters by the 
local official. This request should be signed by the person re- 
sponsible for the labor, countersigned by the person who kept 
the time, and endorsed by the person to whom granted at the 
time of delivery to him. Upon requests thus made time tickets 
are issued. 

Requests for time tickets should not be made except in the 
cases mentioned. It is desirable that time tickets should be 
issued directly if possible. In the majority of cases it will be 
practicable when employes remote from headquarters leave the 
service to send a blank time ticket to the official in charge to be 
signed and countersigned and sent to headquarters to be ap- 
proved for payment. 

It sliould be the duty of the stationer, under the advice of 
proper officials, to furnish blank time tickets to such agents and 
others as have occasion to use them. They should not be fur- 
nished promiscuously, but only to those who have employes un- 
der them, who are coming and going and require to be paid 
when they leave the service; at other places a blank time ticket 
should be furnished only when occasion to use it requires. 

Requisitions on the stationer for blank tickets should be ap- 
proved by a responsible officer before being honored. 

A careful record should be kept by the stationer of the per- 
sons to whom l)lank time tickets are issued. 

Time tickets should be numbered consecutively by the printer, 
and no two tickets should l>ear the same number. 

A time ticket should not be issued except to those who have 
left the service of a company, or who have been transferred to 
another division of the road. 

In order to minimize the risk a time ticket should not be is- 
sued for any sum exceeding $150. 

A time tii^ket should show the name of the employe, the time 
worked, rate, occu])ation, place and amount. 

The reason for issuing a time ticket should in every case be 
stated on the face thereof. Thus, if the payee is no longer in the 
em])loy of the company, it should be marked " left the service ;'' 
if he has been detailed to another division, it should be marked 
"transferred to division," and so on. 

In order to enforce re.si)onsibility, ensure the preservation of 
the recoril of each ticket issued and ensure the i)roper notation 
thereof Ixiing made on the pay roll opposite the emi)loye's name, 
it should be required that each ticket be signed by the responsi- 
ble officer in whose dej>artment the employe works. 

It should be countersigned in every case by the timekeeper or 
timekeepers. 

Tickets issued at shops should be signed by the master me- 
chanic or official in charge, and should be countersigned by the 
storekeeper. 



k 
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Tickets issuei] to employes at Rtations, upon trtiiti8 aud In 
conneutioii with the track and briilge aod building servk-e 
slioultl be Ei^ed by tlie ofllciid who makes the pay roll for 
such forces, anil should lie uoiiiit«rBiguod by tlie person or per- 
sons who keep account of the time and make return thereof. 

It should be the duty of tliu jieritou who makes tlie pay roll 
to Bee that It is markeil time given '' opposite the name of every 
employe to whom a ticket has been issued. Negleet to ilu this 
should entail ]>erROiiul responsibility for any loss the company 
may Buffer in consequence thereof. 

A timeticket should not be delivered to the payee ui> til it is 
both signed and countersigned. If thia precaution 1e disregarded 
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the payee will very likely neglect In many inetanues to have the 
ticket perfected and will bo put to much delay and inconvenience 
in consequence, as no ticket can be paid where these formalities 
are not observed. In the event an emergency should arise ren- 
dering it necessary to disregard this rnle in respect to signa- 
tures, the ticket should be enclosed in an envelope, seolei) ami ad- 
dressed to the person who is required to sign it, and the payee 
Epecifically illrected to go to snch ]>erEon and obtain his signa- 
ture, otherwise payment will be refiiH^d. Such an emergency 
will sometimes arise, it is proper to say, when the persons who 
sign are located at different points and the necessary signa- 
ture can not otherwise be proinired without greatly inconven- 
iencing the payee. In all ordinary cases, and where the parties 
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are located near eaeh other, all the signatures should be attached 
to the ticket before it is delivered. 

In tilling up a time ticket ink should be used or other device 
impossible to be changed or cancelled without detection. 

The time ticket should be filled up in exact accordance with 
the requirements of the blank. 

No alterations or erasures should be made on the face of a 
time ticket. When an error or inaccuracy occurs which necessi- 
tates an alteration or erasure, the ticket should be cancelled by 
being punched and the signatures destroyed. The ticket thus 
destroyed should be left in the book in its proper place. 

A time ticket should never contain the name of more than one 
person, i. e., a time ticket should be made for each person, except 
as provided for below. 

When a large number of men leaves the service in a body, in- 
volving the labor of making a considerable number of tickets, a 
pay roll blank may be substituted. This form permits the inser- 
tion of a large number of names on one sheet. When used in 
this connection it is a time ticket to all intents and purposes, and 
should be governed by the same conditions. The names and 
other particulars should be entered in appropriate places, and 
a receipt taken of the payee in each instance in the column 
provided opposite the name. Rolls thus paid should be stamped 
by the agent or person paying them on the date they are 
paid.* 

In the event it becomes necessary to settle the estate of a de- 
ceased employe before the pay roll is returned, a time ticket may 
be issued for the amount. The fact that the employe is dead 
should be written across its face. A ticket should then be for- 
warded to the official of the company having charge of matters 
of this kind, who will see that it is not paid without a proi)er re- 
lease being seen red. f 

A time ticket should not be issued after the pay roll has gone 
forward without first advising with the proper officer and re- 
ceiving a written reply that he has marked the roll " time given." 
After such rei)ly, and not before, a ticket may be issued.^ 

Time tickets should not be given to persons whose pay has 
been garnished, except by i)ermission of the proper officer. 

They should not be issued to anyone whose pay is for any 
reason withheld. 



* It should he remembered in this connection that when a blank pay roll 
sheet is used for a time ticket, the amount entered in the column " paid on 
account " is to !)0 withheld by the person paying the ticket. When a pay 
roll blank is used for a time ticket, an impression copy of it should be taken 
In the otllce where it is made. 

t Care should be taken in every instance in paying the wages of deceased 
employes and minors to see that payment is made to the right persons and 
that a proper release is secured. 

X In order to expedite work all references to names upon pay rolls 
should give the number of the employe, his name, and also the name of 
the roll. 




DISBURSEMENTS. 175 

When employes are transferred from one division to another, 
a time ticket may be ^ven, under the rules, at date of transfer, 
for the wa^es due to that time. The wa^es of employes trans- 
ferred should be computed (on the division to which they are 
transferred) only from the date of transfer. 

When an employe leaves the service before the pay roll has 
been sent forward to headquarters, a time ticket may be given 
him (under the rules) for the amount payable to him at that 
time. 

Before issuing a time ticket, care should be taken to see that 
the amount of any order which may have been given on account 
of the company, or in which it is interested, or for which it is 
responsible, or for which the payee is properly responsible, is 
first deducted. In such cases, the amount of the deduction 
should be noted on the time ticket, also on the pay roll. 

Every precaution should be adopted to prevent overpayment. 

Whenever anyone who handles the funds, stores or other 
property of a company leaves its service, such portion of their 
pay should be retained until their accounts can be audited, as 
may be necessary to protect the company against loss. 

When the accounts of such persons have been audited, it 
should be the duty of the proper otficials to see that any balance 
of pay to their credit is remitted to them as soon thereafter as 
possible, unless there should be some reason for withholding the 
amount still further. In the majority of cases the withholding 
of any portion of the wages of an employe causes him incon- 
venience, and is sometimes a severe hardship; no unnecessary 
delay should, therefore, under any circumstances, attend pay- 
ment. 

When an agent leaves the service, or is transferred to another 
division, a time ticket should be sent to the traveling auditor 
making the transfer, for all wages due the retiring agent, except 
twenty-five dollars, which latter amount should be withheld, 
awaiting the final auditing of his accounts. If the traveling 
auditor finds the affairs of the agent to be satisfactory, he should 
deliver the time ticket to him; otherwise he should note across 
its face, " to be credited in account," and remit it to the treasurer 
to be credited to the agent, pending the settlement of his ac- 
counts. 

The whole or a portion of the pay of a conductor who leaves 
the service should be withheld until his accounts are examined 
and balanced and the property in his possession turned over to 
the companv. No conductor should be paid by time ticket or 
otherwise (or at most only for a part) until advice has been 
received from the proper officer that the property in his posses- 
sion has been accounted for and his accounts balanced. As soon 
as the accounts of a conductor have been audited, any balance to 
his credit should forthwith be sent him. 

When a time ticket is issued for a part of the pay of an agent 
or conductor, as indicated, the roll should be marked ^Hime 
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ticket issued for $ ," noting the sum. In refcreoue to Uie 

balance of pay liue, the roll should lie marked: "hold balaoue 
subject to settlement of account." 

In order further to prevent misunderstanding or loss to a 
company, it would be well If everyone who handles its funds or 
seuurities should bo required to sign an agreement i)ermittlng 
the company to withhold their pay or a portion thereof, upon 
their leaving; its service, until their accounts are audited and 
their indebtedness accurately determined. This will frequently 
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prevent enit being brought against a company under such cir- 
cumstances. The form of agreement should be as follows; "It is 
hereby ugreed that in case the employe whose name is attached 
hereto shall quit the service of tiie Blank company or be dle- 
charfi^eil therefrom, thi! said company shall have the right to 
witlibold any Minn which may lie due him, until after his accounts 
have licun uxamintnl nud audited, and in all cases until the regular 
pay "lay of tlio company." 

Recjikst Ft)K A TiMB TiCKKT.*— This form is provided for 
use of foremen at shoju) and other places where large nutn- 

• See ronn No. is, Appendli K. 
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bers of men are employed. It is iutended to be given by 
the foreman to employes entitled to a time ticket. The em- 
ploye presents it to the person whose duty it is to issue the 
time ticket. After it has been complied with it should be 
canceled and the date of the time ticket noted in ink across its 
face. It should then be filed away conveniently for future ref- 
erence. 

The request is also designed for use in those cases where the 
officials who sign and countersign the time ticket are located at 
a distance from each other. It is intended for agents, trackmen, 
conductors and similar employes who are required to make requi- 
sition on a division superintendent or other officer for a time 
ticket. It is desira])le in cases of this kind, however, that the 
time ticket itself should be used when practicable. When the 
time ticket is used in such cases it should Ihj filled up in due 
form and countersigned by the timekeeper and agent, conductor, 
roadmaster. or other person or persons who keep the time or are 
immediately resi)onsible therefor. The ticket thus made and 
countersigned should be forwarded by express or other secure 
means to the official who is to sign it; when signed by him and 
the necessary record of its issuance made for entry on the pay 
roll, it should be returned to the person issuing, by express or 
other secure means. * 

It is the duty of every j^erson who signs a request or who 
honors a request to assure himself that the service has been per- 
formed as stated. 

Payment of Time Tickets and Wages.— Time tickets 
issued in accordance with the regulations of a company govern- 
ing such matters should be payable by agents and other author- 
ized officials after being properly endorsed. 

Agents should only pay time tickets issued by authorized ofll- 
cials having jurisdiction over the division upon which their 
station is located, unless special requisition is made upon them 
to do so by a responsible official of the company. 

The same care should be exercised, so far as possible, in the 
payment of time tickets that is enforced by banks and otlier in- 
stitutions in the payment of checks, drafts, and similar evidences 
of debt. 

The person who pays a ticket should be assured in every in- 
stance that it has beeu issued by authorized officials and that it 
conforms in all respects to the requirements of a company. 

When a time ticket is presented for payment, the person pay- 
ing the same should require it to beendorsed by the person pre- 
senting it. If the endorsement conforms to the signature of the 
payee written at the time the ticket was delivered to him, it will 
afford corroborative evidence that the ticket is presented by the 
proper person. If the ])ayee can not write, he should be re- 
quired to make his mark, wluch mark should be witnessed by 

* This matter is referred to in connection with Time Tickets. 

12 
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some disinterested and responsible person before the ticket is 
paid. [Note. — The witnessing of the cross, as provided for 
above, is not designed to be so much an identification of the payee 
as it is of the fact that the amount has been paid by the pay- 
master, or other agent of the company, in good faith.] The en- 
dorsement of the payee on the back of Uie ticket, as provided for, 
is a sufficient receipt for the payment thereof. 

In no case should a time ticket be honored unless presented 
by the person in whose favor it is made. 

As the rules and regulations under which time tickets are 
issued by a company can not be known except to its officers and 
employes, it is impossible that such documents should be dealt in 
by banks and others without great risk. They should, conse- 
quently, not be encouraged to traffic in them. This may be pre- 
vented effectually by enforcing the rule that no time ticket or 
evidence of wages due shall be paid except to the original 
payee. This fact should be printed plainly on the face of each 
certificate. The certificate would then be invalid in the hands 
of anyone else. 

No one in the service of a company should be permitted to 
buy or discount the pay of an employe. 

Wages of deceased employes should be paid through the gen- 
eral claim agent. 

In the cases of deceased agents, cashiers and conductors, 
payment should not be made until their accounts in the treas- 
urer's office have been finally audited. 

When a time ticket is presented to an agent who can not pay 
the same, the person holding the ticket should be referred to 
some agent who can pay it, or the matter should be referred to 
the treasurer or paymaster. 

W^henever the receipts of a station are not likely to be suffi- 
cient to pay the wages of men leaving the service of a com- 
pany, payable at such station, the treasurer or paymaster should 
be notified in advance, so that the necessary funds may be pro- 
vided to meet the emergency. 

The prompt payment of time tickets is especially desired by 
a company, and all who hold them should be requested to pre- 
sent them without delay for payment, and every reasonable and 
proper facility should be extended to those who hold them to 
get their pay. 

It is desirable that men who leave the service of a company 
(on whose account time tickets are issued) should be paid with- 
out delay on the division where they worked. 

Time tickets issued in the vicinity of the office of the treas- 
urer or paymaster (and in other cases when practicable and 
convenient) should be presented for payment directly at such 
offices, by the persons in whose names they are drawn. 

Whenever discharged men are sent to headquarters or else- 
where for their pay, they should be furnished with specific instinic- 
tions as to where they are to get their pay, of whom, amount, etc. 
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The person who pays a time ticket can not autae a witness to 
the en^ orsement thereon. 

When tlieru Ih a iteliiutiou for any reason from the wages of 
an employe, ouly tlie net amount slioiilil be paid hlin. Any 
amount that may be due for board, or for any other purpose (aa 
per (lediiution upon time tiuket) etiould, in the al>seiii;e of in- 
struotions to the eontrary, be settled directly liy tlie paymaster 



After a tiine ticket has been paid by an agent it should be 
stamped with the station stamp on its face, also on its back un- 
derueatti tlie endorsement of the payee. It should then forth- 
with be remitted. 

In order to avoid loss, agents and others who pay time tickets 
should keep Ihemsclven advised in regard to those who are au- 
thorized to issue time tickets, tlie names that should be attached, 
and other particulars. 
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In order to further this purpose, superintendents should no- 
tify agents, in writing, of the names of persons who are author- 
ized to sign time tickets for their divisions respectively. 

In the event an employe whose pay is garnished should be 
given a time ticket through mistake, it should not be paid; but 
tlie person to whom it is presented should write the word "gar- 
nished" across itsfaee,and should then take it up and return it 
to the official who signed it. 

Time tickets should tw made invalid if not presented for pay- 
ment within thirty days from their date. The fact should be 
printed on the face of each blank. The provision should be rig- 
idly enforced. It is especially desirable that tickets should be 
presented for payment without delay, and especial provision 
should be made to accomplish such result without Inconvenience 
or expense to the bolder. 



180 SCIENCE OF RAIL WA TS; 

In no case should wages be paid on the roll when a time 
ticket has been given without the presentation of such ticket, or 
unless it has been duly and properly canceled, except in the 
event of loss of a ticket as provided for below. 

In the event a time ticket is lost, notice should be sent forth- 
with (by the official who signed it) to all agents and officials au- 
thorized to pay the same, directing payment to be stopped. As 
it is extremely difficult and inconvenient to keep a record of doc- 
uments of this kind, and as the danger is always great that they 
may be paid inadvertently, the utmost care should be taken to 
prevent loss. In furtherance of this, tickets in being sent back 
and forth on a line should, in every case, be forwarded by ex- 
press, or in some other way equally secure. When a time ticket 
is lost, the person losing it should be required to file with the 
treasurer a good and sufficient bond of indemnity before a dupli- 
cate should be issued.* 

In the event a time ticket is presented that has expired by lim- 
itation as provided in a preceding paragraph, notice of the fact 
should forthwith be sent to the treasurer, giving him the name 
of the payee, his present address, the kind of service performed 
for which the ticket was issued, amount due the payee and the 
names of the persons issuing and countersigning the ticket and 
the date of issuance thereof. But the ticket should not be paid 
without a special order to that effect from the treasurer. Such 
tickets may, however, be paid at the discretion of the treasurer 
if bona fide in their nature. 

It should be kept in mind constantly by those who pay time 
tickets that no one except the person in whose name a time ticket 
is drawn is authorized to endorse the same, unless he does it as 
an administrator, legal guardian.orpossessesapower of attorney, 
in which case the authority should be pinned to the ticket. Any 
endorsement of a ticket by an unauthorized person is fraudulent 
and renders the person making it liable to prosecution ; no credit 
can be allowed anyone for pa3^ing such a ticket.f 

Lettkr of Advice ani> iDKXxiFiCATiON.t— This letter is a 
simple notification to the treasurer or paymaster that there 
is a certain amount due the bearer on the pay roll. It is 
both a letter of advice and identification. It is intended to 
l)e used in notifying the treasurer or paymaster in those cases 
where the pay roll has left the hands of the person signing 
the letter; it is intended to serve as a letter of introduction 
and the holder should be instructed to guard it carefully as 
its loss may involve the loss of the whole sum, as it is good 
to bearer. It should never be used in those cases where a time 
ticket has been issued. 

* See Form No. 20, Appendix E. 

t This rule should apply also to vouchers, drafts, checks, aod other 
instruments requiring the receipt or endorsement of the payee. 

X See Form No. 18, Appendix E. 
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It is of especial value in the cane of laborers and otherB who 
have left the serviue and are required to be Identifted before 
being paid. 

It should recite name an<l number of employe and name of 
pay roll. 

A letter shoul<l never be given to a person whose pay, or any 
portion thereof, is to be witlili<?ld for any reason, unless the 
amount to be withheld is plainly noted thereon. 

A record sliould be kept of all letters issued. 

A letter should not be delivered to the payee until it is Imth 
signed and countersigtied. The regulations governing time 
tlclceta in this connection should be otmerved. 
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Whenever access t^i the pay roll can l>e secured, i( should I>e 
marked "letter given" before the letter of identification la de- 
livered to payee. In the event tliis is done, the fact should be 
duly certified to in the place provided on the face of the letter. 

When a letter of identification is issued, tlie officials signing 
and connteraigning it should require tlie person to whom it is 

5iven to endorse his or her name on tlie tiacli of aald letter, 
'his should be witnessed by some disinterested person known 
to the officers of a company. Neither the person signing or 
countersigning the letter should act as a witness. Afterward, 
when it is presented for payment, the disbursing officer should 
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require that it be again endorsed by the person presenting it. • If 
the two signatures are the same, it will aflford corroborative evi- 
dence of the identity of the person. If the payee can not write, 
he should make his mark, which mark should be witnessed in the 
usual manner. 

Letters, whether endorsed by mark or otherwise, should be 
presented by payee personally. 

Order on the Paymaster.* — This is an order on the pay- 
master, signed by the employe, directing that the wages of such 
employe be paid to the bearer or to some particular person. The 
interests of a company require that the use of this form should 
be discountenanced. 

The safety of every company requires that it should insist 
upon its employes appearing personally before the treasurer or 
paymaster for their wages. There may be cases where this is 
impossible (in the case of sickness), or will entail great hardship 
or suffering. When this is so the paymaster may, after assuring 
himself of the facts, deliver to a third party the wages of the 
emplo3^e, upon the receipt of a properly authenticated order. In 
such cases the pay roll should be marked "order given." 

In the exceptional cases where it may be necessary, or the 
interests of a company render it desirable to facilitate the 
issuing of an order by an employe for his pay, the oflScer im- 
mediately superior to the said employe should forward it, with a 
statement of the facts, to the paymaster, who should, after 
investigation, mark the pay roll " order given." 

Orders on the paymaster should not be recognized as nego- 
tiable paper. Xo one in the service of a company should be 
allowed to traffic in them. The exceptional circumstances under 
which orders are issued prevent their being recognized as com- 
mercial paper. 

Orders should be drawn on the blank provided therefor. 

The giving of an order is not a matter that a company can 
control ; it can not, consequently, guarantee their payment, nor 
assume any Ihibility for them whatsoever. 

No order should be accepted or countersigned by any officer 
or agent of a company except the treasurer or paymaster, and 
then only in the exceptional cases specified above and after the 
pay roll has been marked, opposite the person's name, " order 
countersigned." 

When it is impossible for an employe to present himself per- 
sonally before the paymaster for his wages, payment thereof 
should be made by check or draft drawn to his order. Practices 
of this kind will be rendered necessary in the case of watchmen 
who can not appear before the paymaster during working hours 
without losing their rest; in the case of those who are sick or 
who are unavoidably absent on furlough or otherwise; of those 



* See Form No. 19, Appendix E. 
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whose place of business is not visited by the paymaster; also of 
those who are missed by the i)ayma8ter*when paying the force. 
The issuing of drafts of this kind to an employe obviates the 
necessity of his giving an order and is altogether preferable. 
The practice, therefore, of issuing orders in such cases should be 
discountenanced. In fact, the issuing of an order or the recog- 
nition of one. except in cases of necessity, should be avoided, 
and the vital regulation requiring that everyone appear per- 
sonally before the paymaster should be rigidly enforced. 

Cancellation of Tlme Tickets. — In order to limit re- 
sponsibility and for other necessary reasons, time tickets not 
paid within thirty days of their issuance are, according to 
the express terms of the instrument, made void. Therefore, 
when they remain in the hands of agents and others unpaid 
after the expiration of thirty days, the^ should be cancelled 
and forwarded to the paymaster* The* form of cancellation 
should be by noting cancelled: not called for'" across the 
face of the document. This certification should be dated and 
signed by the person making it. 

Upon its receipt the paymaster should erase the words "time 
given" from the pay roll and note thereon the date the ticket 
was cancelled by liim, as say ** time ticket cancelled May 31st, 
18—;" he should furthermore mark across the face of the ticket 
** cancelled May 31st, 18 — ." and sign his name thereto. 

He should then destroy the signatures to the ticket and forth- 
with return it to the person who made it. It is the duty of the 
latter to make a notation on the records to that effect. 

Afterward, in the event the person in whose name the ticket 
was made calls for the same, he should be referred to the pay- 
master, who will adjust the account. 



CHAPTER VI. 

ACCOUNTS AGAINST PERSONS FOR MATERIAL SOLD, 

LABOR PERFORMED, ETC. 

[XoTE. — They represent accounts against individuals, firms and 
corporations for material sold, labor performed, expenses incurred, 
and for other special things, including proceeds from sale of un- 
claimed and damaged property, carcasses of animals killed, hides, 
pelts, and similar items. On some roads these accounts are called 
''Various persons accounts." The name is not material. They 
embrace all accounts save those for freight charges, tickets, ex- 
press, mail, car service, and other traffic. They are embodied 
herein because they are more or less mixed up with the material 
and labor accounts, and concern more or less the officers and em- 
ployes who handle material and labor.] 

There are in connection with the receipts of 
railroads certain kinds of collections of a special 
nature. These collections are not uniform or 
regular in their recurrence like those connected 
with the transportation of passengers, freights, 
mails, express and excess baggage. The regular 
traffic earnings of a company fall within the do- 
main of particular departments, and particular 
and iBxed methods and forms are provided for 
handling them. But this is not the case in re- 
gard to special collections; in one case the latter 
will be for old ties, in another for the pelt of a 
steer killed, in another for the breaking of a sta- 
tion window, for damage to a car, for the sate of 
old material, a blank book, a strip of right of 

(186) 
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way, a tax rebate, a worn out horse, a piece of 
chamois skin, a barrel of oil, work performed by 
a company's employes, an 'expense incurred in 
behalf of some one, a remittance to the con- 
science fund, and so on. Each case as it arises 
is in a measure special in its nature, and new to 
the person interested. In the majority of in- 
stances the person who makes the collection is 
not one of the regular agents or collectors of a 
company, and as a rule no ledger account is kept 
with him by the company. To open such an ac- 
count would be to fill the books with a multitude 
of names without securing either clearness or 
responsibility; there are various ways of avoid- 
ing this dilemma. The way is not particular. 
That suggested here is to require the person who 
makes the collection to remit to the credit of the 
chief of the department in which the collection 
is made; thus, collections made in the land de- 
partment are remitted to the credit of the oflBcial 
thereof; in the tax department to the chief 
thereof; in the departments presided over by 
division superintendents and others, to the chiefs 
thereof; and so on. All collections made at 
shops are remitted to the credit of the store- 
keeper thereof. Afterward a bill is made against 
each official for the amount of the various collec- 
tions remitted to his credit. In order to advise 
such officials, a statement of each collection is 
sent him by the person making it. These state- 
ments, moreover, enable him to note the merits 
of each case, also whether any collection is omit- 
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ted or not. It is made the duty of officials to 
look after these collections in their several de- 
partments, also to see that bills are made to cover 
them. 

The difficulty that has been experienced in 
handling such accounts as I refer to is to group 
them so as to fix the responsibility; to assign to 
particular officials the duty of looking after them. 
Thus, if John Smith, a track foreman, collects 
$1.30 for the sale of an old gate, it must be made 
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the duty of some one to see that he remits the 
money and otherwise accounts for it. Who shall 
do this? The treasurer? Or accounting officer? 
Neither. Because neither of them has any 
facilities for knowing that a gate has been sold 
or that money has been collected for it. Who 
is the proper person, then? Manifestly the offi- 
cer of the company who is familiar with the 
transaction, whose duty it is to know of it. In 
this particular instance it would he the roadmas- 
ter or division superintendent. Such being the 
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case, it is made the duty of this oflScer (under the 
accompanying instructions) to see that the 
money collected for the gate is remitted to the 
treasurer, and that at the end of the month this 
collection, with all others remitted to the credit 
of the officer, are incorporated in a statement of 
account against him, also in a bill against him 
for the gross sum. The various persons accounts 
of a company are made up largely of occurrences 
similar to the sale of the gate by Smith. They 
must be protected the same as the collection of 
freight and passenger charges are protected. 

With this explanation of the theories and prac- 
tices that attend the operation of various persons 
accounts, the subjoined rules will be more clearly 
understood than would otherwise be the case. 

No uniform name has been devised for desig- 
nating the special accounts under consideration; 
they are termed here "various persons" accounts. 

All cash collected on account of various persons should be re- 
mitted directly to the treasurer. 

It should be the duty of the official who has immediate super- 
vision of the various persons accounts of any department or 
storehouse to see that an itemized monthly return is made to him 
of the same])y the persons making the collections: 

It is not intended, however, that the money shall be remitted 
through him to the treasurer; it should be remitted directly. 

Remittances should not be sent by the hand of an employe, 
but by express directly to the treasurer or deposited personally 
at his office. 

A cash slip or statement of account should accompany each re- 
mittance, giving the name of the person or official to whom (un- 
der the rules) it should be credited, what the collection is for, 
date collected, from whom. etc. It is the duty of the treasurer to 
send a receipt forthwith to the person to whose credit the 
amount is placed; in the event this is not done promptly inquiry 
should be made for it. 

Xo material or property should be sold to, or labor performed 
for, various persons, except upon the order of an authorized officer. 
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Whenever practicable, collection should be made at the time 
the charge is incurred. 

In making the collection (and in making the charge as well) 
care should be taken to add the authorized percentage of profit 
(if any), also amount (if any) to cover the wear and tear of tools, 
machinery, etc.; the amount of this extra charge should be cred- 
ited on the distribution book to premium account. 

Heads of departments who direct a collection to be made on 
account of various persons, or within whose department a collec- 
tion is made, should have the money remitted to their credit; in 
this way the collections of each department of a road will be 
grouped and the number of accounts restricted as already de- 
scribed. 

All charges for fuel sold should be embodied in the general 
fuel report of the person making the disbursement, and the same 
details given in connection with such charges that are required 
for other various persons accounts. 

Collections for fuel made by those in charge thereof should be 
remitted to the credit of the officer against whom the charge (in 
such case) is made in the monthly fuel report. It is the duty of 
this officer to make an itemized bill against himself monthly for 
the amount thus remitted to his credit. 

In issuing instructions to agents and others in reference to a 
collection to be made to the credit of some one else, care should 
be taken to give the name of the person to whom the money is to 
be credited, and to ask in each instance that the sender shall ad- 
vise when the remittance is made. 

When money is remitted by one person to the credit of an- 
other, the person making the remittance should inform the per- 
son entitled to credit forthwith by letter, so that he may take 
up the same in his accounts and may know that the money has 
been remitted. 

In opening an account with himself on a distribution book, 
and in making bill against himself for various persons accounts, 
the storekeeper or official should give each charge, viz: name of 
person from whom the money was collected, and all other de- 
tails incident thereto, such as date, place, what for, amount, by 
whom remitted, etc. ; thus, if fifty collections are made in a de- 
partment or at a particular storehouse during a month, for ma- 
terial, labor, hides, pelts, tallow, carcasses of animals, etc., the 
persons making the collections should remit them to the credit of 
the storekeeper or official in charge. Each official should open 
an account on his distribution book with himself, in which he 
will specify in detail the accounts collected; it being understood 
that all charges for material sold or labor performed on account 
of various i)ersons, taken cognizance of by those who render a 
a distribution book, should be embraced therein. 

The regulation requiring that collections made on account of 
various persons shall be remitted to the credit of department offi- 
cers or storekeepers should not apply to various persons bills col- 
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lect«d by the treasurer. In such cases the charj^ will be made 
directly agaiust the inilivldual, finu or corporation and a bill 
made accordingly. All charges, moreover, tbat originate with 
officers who do not render a distribution boolt should be made 
in this way unless otherwise directed; in such cases a certified 
bill will be made in duplicate by the officer conversant with the 
transaction ; these he should forward to the accounting officer. 

In order to restrict the number of charges as much as possi- 
ble, astorekeeper should make onI]r one bill monthly against a 
person, firm or corporation, unless it it requested or is advisable 
to make collections ofteuer. 

At the end of each month, or sooner if an account is closed, a 
bill* should be made in duplicate for each various persons account. 
This bill should be sent to tlie purchasing agent or other officer 
designated to receive it. A summaryt of various persons ac- 
counts should also be sent this officer on the last day of the 
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month; in the event there are no accounts, a blank summary 
should be sent him. 

Accounts due a company should receive immediate atten- 
tion from all through whose hands they pass. Bills should be 
made, verified, entered and approvetl without tlelay. Immediate 
attention should also be given to their collection; delay in col- 
lecting hills is to t>o deplored. It evinces lack of appreciation 
or proper business methods, and sooner or later occasions loss. 

It is made the duty of all who are in any way responsible 
for various persons accounts to see that so far as possible no 
bad debt Is incurred or lose occasioned through neglect to col- 
lect promptly. In furliierance of this, collections should be 
made at the time If practicable: in other cases prompt notice 
slioiild he forwarded to the treasurer when any risk is incurred, 
so that he may act advisedly. 
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In reference to accounts against various persons that spring 
up in connection with the duties of employes along the line of 
a road, such as tracknieu, bridge aud build iug men, station and 
train employes, etc., they should be required to render prompt 
notice to the officer through whom the returns are made, of any 
debt incurred, so that no unnecessary risk may be run. 

Collections for scraj) or old material sold by a company 
should be made by the treasurer under direction of the officer 
who effects the sale, so that the labors of the latter may not be 
embarrassed in any way. 

In order to facilitate the collection of accounts against 
various persons, every detail likely to assist in this direction 
should be given ; such as the name of the person who ordered 
the material or authorized the labor, to whom the material was 
delivered, etc. 

"When deductions are made from pay rolls (for account of a 
company) coming under the head of various persons, a bill 
should l)e made by the official conversant with the transaction 
against the treasurer (whose duty it is to collect) to cover the 
deduction. The bill should give full explanation of cause of 
deduction. The amount of this bill should be noted on the first 
sheet of the pay roll as directed. 

Bills against railroads and other carriers should be formally 
certified as correct by tlie official directing the same. It is desir- 
able in case a charge is liable to be disputed, that the amount and 
correctness of the account should be accepted by the company in- 
terested before it is formally brought upon the distribution books 
or into the accounts, and in cases of this kind satisfactory results 
are more likely to be achieved if the correspondence connected 
with the claim is carried on by the official immediately conver- 
sant with the facts, than if conducted by the treasurer. For 
this reason, no charge should be made on the distribution books 
against any carrier (when there is a possibility that such charge 
will be disputed), until correspondence has been had in regard 
thereto with the company interested by the operating officer con- 
versant with the facts. But no charge that is right and proper 
should be waived if the result of the correspondence does not se- 
cure its admission by the company interested. The object in 
withholding doubtful charges is to prevent the books from being 
encumbered with disputed and uncollectible accounts, not to 
waive any collectible claim.* 



* The following method Is suggested for coUeoting charges for repairs of 
rolling stock belonging to other companies or individuals: On the nrst day 
of eacn month, or as soon thereafter as possible, a detailed statement should 
be sent to the proper otlicer of a company or individual concerned of all 
labor and material used or expense incurred during the preceding month on 
account of rolling stock in use belonging to such company or person. This 
statement should give the number of car, name of owner, items and cost. 
Whenever there is any doubt as to the justness of a charge of this kind, or as 
to whether it will be paid or not, correspondence should be opened with the 
company or individual interested in reference to the charge oefore making 
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Bills against railways should be made in triplicate and so 
marked in red ink across the face. The original and triplicate 
should be sent as in other cases; the duplicate should be sent by 
the local official to the company against which the charge is 
made. In making bills the full name of the road should be in- 
serted. 

In order to define as nearly as possible the course of certain 
various persons accounts the following specific rules should be 
observed, viz: 

Moneys collected by agents, trackmen and others for hides, 
pelts, tallow, carcasses of animals, road material, old ties, damage 
to the company's property, and kindred charges occurring on the 
line, should be embodied in the returns of the division superin- 
tendent or other official in charge of the accounts for the road 
(i, e., the person who authorizes the collection and within whose 
department the transaction occurs), and the money should be re- 
mitted to his credit. 

Moneys collected on account of the sale of damaged, over or 
unclaimed freight should be remitted, with a detailed statement 
of the same, by the person making the collection, to the credit of 
the official in charge of claim accounts. If there are charges on 
the property thus sold, the amount of such charges may be de- 
ducted from the proceeds of the same before remitting the money. 
In making the bill, however, at the close of the month, the gross 
collection should be shown, less the deduction. 

Moneys collected on account of the sale of damaged, over or 
unclaimed baggage should be remitted, with a detailed statement 
of the same, by the person making the collection, to the credit 
of the official in charge of baggage accounts. If there are charges 
on the property thus sold, the amount of such charges may be 
deducted from the proceeds of the same before remitting the 
money. In making the bill, however, at the close of the month, 
the gross collection should be shown, less the deduction. 

Moneys collected in connection with the land department, for 
lands and town lots, should be remitted to the credit of the land 
department, with a detailed statement of the same, by the person 
making the collection. 

Moneys collected for rents, sale of old houses and kindred 
property, should be remitted to the credit of the official in charge. 

No one, except those regularly authorized, may collect money 
on account of a company, or receipt therefor. 

A formal receipt is required to be given in every case when 
money is collected for or on account of a company; it should 



a bill for or rendering a statement of the expenditure. To further simplify 
the accounts, all labor and material used or expense incurred on roiling 
stock belonging to other companies or individuals should be charged in the 
distribution books the same in all respects as if the rolling stock belonged to the 
company or individual making the repairs. Returns of repairs of equipment 
belonging to other companies or individuals should give full particulars, so 
that the officer or person to whom it is sent may be able to act intelligently. 
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cash directly to the account that had originally suffered (when 
known) from the act of the remitter. Bills for conscience money 
should be credited to the specific account affected when indi- 
cated by the sender ; in other cases it should be credited to miscel- 
laneous earnings. 

The following details should be observed in entering various 
persons accounts on the distribution books for material and 
labor, viz: It may sometimes occur that it is not possible or 
practicable to make the charge in the month in which the trans- 
action takes place.' Indeed, it may not be known at that time to 
be a various persons transaction. In that case the amount would 
manifestly be charged to some other account. In cases of this 
kind the account that was originally charged should be cred- 
ited when the transaction is finally entered and returned in the 
monthly statement. It is desirable, however, for obvious reasons, 
that, whenever possible, the charge against various persons should 
be made on the books in the month in which it occurs. Charges 
for labor should be entered on the distribution of labor book; 
charges for material should be entered on the distribution of 
material book. Whenever a charge occurs for material that does 
not stand charged against the storehouse or department making 
the return, like the sale of old ties, sand taken from pits, hides, 
pelts, broken windows, or damage to the property of the com- 
pany, the proper operating expense account, or the account orig- 
inally charged with the thing for which collection is made, should 
be credited on the distribution book. Thus, if a division super- 
intendent were to collect money for damage to a passenger sta- 
tion he should enter the amount on his distribution of material 
book under the head of " various persons," as already directed, 
and deduct it from the amount charged during the month to 
" repairs of buildings." In this way the various persons account 
would be charged and the proper account credited. In the event 
there should be a credit to an account for which there is no 
charge, say, for right of way, a special account should be opened 
on the distribution book for right of way and the amount to the 
credit of such account duly stated therein. 

Whenever it is desired to group in one bill charges against a 
particular individual or carrier, the officer who authorizes the 
charges, or under whose authority they occur, may designate 
who shall make the bill, notifying all others to invoice their 
charges to him, so that he may sum up the whole in one account. 
This rule is not imperative. It is intended to meet those cases 
where a company is carrying on experiments for others in the 
operation or construction of machinery, or where it is necessary 
to group together the charges in order that they may pass under 
the immediate supervision of some official. But it is not in- 
tended to alter the rule requiring charges against various 
persons or railroads to be reported to the accounting officer 
monthly, so that the same may be charged as they occur on the 
general books. 
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If instructions are carefully observed, loss will rarely, if ever, 
occur in connection with the various persons accounts. It is de- 
signed that no material or other property shall be sold, labor 
performed or expenses or obligations incurred for anyone, except 
under direction of an authorized officer of a company; that 
care shall be exercised not to incur bad debts; that accounts shall 
be collected at the time the indebtedness is incurred, and, finally, 
that all collections shall be transmitted to the treasurer upon the 
day on which they are received, or, if this is impossible, then 
upon the succeeding day. 

A ledger account should be opened for all charges against 
various persons. A journal and double entry ledger should be 
kept by every storekeeper who has such an account. The ex- 
pense this will engender will be slight compared with the safety 
it will insure. The object sought is to secure a record that 
must be formally closed in every instance and that can not be 
overlooked or forgotten. 

A ledger account should therefore be opened when labor is 
performed, material sold, or expense incuried for an individual, 
firm or corporation. The parties against whom the account 
occurs should be formally charged on this ledger. When the 
work is completed, and the charge has been finally and properly 
disposed of,* the ledger account should be closed. In making 
this closing entry or entries at storehouses, particular care should 
be taken to give the month and folio of the distribution book in 
which the account is returned to headquarters or otherwise dis- 
posed of. This method of treating various persons accounts will 
prevent the possibility of a charge against anyone being over- 
looked, a thing likely to occur in case an account ran through 
two or more months, or if the rendering of it was not coincident 
with the debit. Generally speaking, accountants everywhere 
will find it to be a wise precaution to open a double entry 
ledger account wherever an account against anyone occurs (that 
might otherwise be lost or overlooked), closing it only when the 
account is paid or finally disposed of. There is always danger 
otherwise of charges of this • nature being lost. It is the 
peculiar merit of double entry bookkeeping that it prevents 
such lapses ; it is the only thing that does. Through its operation 
every account stands till formally closed, and attention is 
called to it each month when the balance sheet is drawn ofl", so 
that if an account is overlooked at one time, it is sure to secure 
attention at another. No book or system ever devised as a sub- 
stitute for double entry bookkeeping secures this. Thus, if a 
car is to be rebuilt that may require several months, or an ac- 
count is opened that may not be closed for some time, this 
ledger will pick up the several fragments of the account as they 



* In the case of storekeepers this would be when it had been returned to 
headquarters in the manner prescribed; at headquarters it would be when 
the account was paid or otherwise formally disposed of. 



im 
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arise and bring them together ia one place, bo that when the 
whole ie completed the storekeeper can not avoid reviewing Uie 
same to see whether it has been settled or formall^dispoBed of. 
When an order is received at a shop or storehouse by which a 
charge is to be Incurred against an Individual or corporation, a 
record of the matter should be ma<le forthwith, so that it ma^ 
not subsequeutJy be forgotten or omitted. For the purpose of 
this preliminary record, a common blotter or day book may be 
used. When the account is formally opened on the ledger, this 
preliminary entry should l>e cancelled as an evidence thereof; 
until so cancelled it should not be overlooked or forgotten. 




,ga iu Naples. 



All varioufl persons blllFi are entered at headquarters upon a 
register.* 'i'liey are uuuibered therein. Afterward they are tor- 
warded to tiie approviui; oRlirer and so on to the treasurer. 

Accounts originating at shops, storehouses or road departs 
ments, where a distribution of uiateriui boolc is kept, should be 
creilited, when crit<!red on the register, to the stowkHeper under 
the head of "Material — Various persons." Accounts orij^nating 
witli other oHicliiia of a <:oinpany. who have no oci'-asion to 
render monthly tlistrlbutiou books of labor anil material, should 
be credited on the register to the operating or other account, 
whatever it may be. 

In speaking of credits iu coniiectioti with bills (charges) 
against various persons, it will be understooil that In railway 
accounting there must be a credit for every clebit. Thus, It 



•See Form No. 4. ■ppeodli, 
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same have been closed for the month in which the account origi- 
nated), satisfatory reasons therefor should be written on the face 
of the bill or statement of account, or should be attached 
thereto. The statement should be signed by the officials certify- 
ing to the authenticity of the original account. This statement 
forms the basis for correcting the account on the general books 
of a company, and should be filed as a voucher for such change. 
This does not apply to traffic accounts, which may be corrected 
at any time by the officials in charge. 

In cancelling various persons bills, or items in such bills after 
the books have been closed, the amount should be charged to the 
account originally credited. 

When various persons bills which have been credited to 
material are cancelled, an entry should be made on the distri- 
bution book of the storekeeper who accounted for same, in the 
following manner: The amount of the various persons bills 
cancelled should be deducted from the total amount of " Various 
persons accounts'' for the month, and the operating or other ac- 
counts which were first credited should be charged with the 
amount. 

Specific reference should be made in the distribution book to 
each various persons bill cancelled, and the reason for can- 
cellation given. Notice should be given by the accounting officer 
monthly of all bills to be cancelled, and no cancellation entries 
should be made on the distribution books other than for the bills 
reported by the accounting officer. 



CHAPTER VII. 



GENERAL REGULATIONS. 

Storekeepers should at all times and In all places exercise a 
watchful and intelligent care over the interests of the company 
employing them. Any irregularities of an improper character 
which they may discover, and which they can not rectify, they 
should forthwith report to their superior officer.* 

In accounting for items of expense not specifically provided 
for, the practices followed in analogous cases should govern. In 
the event of doubt the matter should be referred to the proper 
officer. 

In writing up the account of disbursements a company is, 
in the main, dependent upon the information which it gathers 
from the books and statements received from those who write 
the material and labor accounts; it is therefore of the utmost im- 
portance that storekeepers should at all times be painstaking and 
vigilant in the discharge of their duties 

it is their duty to keep themselves fully advised, by careful 
observation and intelligent inquiry, in reference to the nature, 
character and scope of each and every account to which material 
and labor are charged. 

Storekeepers should see that storerooms are kept clean and 
orderly, that the supplies under their charge are compactly and 
systematically arranged so that they can be got at conveniently 
and the amount on hand easily ascertained, that the cost price is 
plainly marked upon each article or lot of material, and that the 
material in the yard and outhouses is arranged so that it can be 
protected and watched over to the best advantage. 

All returns, statements and pay rolls requir^ of storekeepers 
by the officers of a company should be carefully and promptly 
made, and should be sent forward without delay. 

All profits accruing from the sale of material or from labor 
performed by employes should be credited to the premium ac- 
count.! 

* In order that reflponsibility may be enforced and that there may be 
due snbordination and harmony of action, it is desirable that the forces 
occupied in connection with the material and labor aooounts at shops and 
storenouses and depots of supply should be immediately subordinate to 
the storekeeper. 

t The accounting officer will make final disposition of the items thus 
credited. 
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Bills against railways should be made in triplicate and so 
marked in red ink across the face. The original and triplicate 
should be sent as in other cases ; the duplicate should be sent by 
the local official to the company against which the charge is 
made. In making bills the full name of the road should be in- 
serted. 

In order to define as nearly as possible the course of certain 
various persons accounts the following specific rules should be 
observed, viz: 

Moneys collected by agents, trackmen and others for hides, 
pelts, tallow, carcasses of animals, road material, old ties, damage 
to the company's property, and kindred charges occurring on the 
line, should be embodied in the returns of the division superin- 
tendent or other official in charge of the accounts for the road 
(i. e., the person who authorizes the collection and within whose 
department the transaction occurs), and the money should be re- 
mitted to his credit. 

Moneys collected on account of the sale of damaged, over or 
unclaimed freight should be remitted, with a detailed statement 
of the same, by the person making the collection, to the credit of 
the official in charge of claim accounts. If there are charges on 
the property thus sold, the amount of such charges may be de- 
ducted from the proceeds of the same before remitting the money. 
In making the bill, however, at the close of the month, the gross 
collection should be shown, less the deduction. 

Moneys collected on account of the sale of damaged, over or 
unclaimed baggage should be remitted, with a detailed statement 
of the same, by the person making the collection, to the credit 
of the official in charge of baggage accounts. If there are charges 
on the property thus sold, the amount of such charges may be 
deducted from the proceeds of the same before remitting the 
money. In making the bill, however, at the close of the month, 
the gross collection should be shown, less the deduction. 

Moneys collected in connection with the land department, for 
lands and town lots, should be remitted to the credit of the land 
department, with a detailed statement of the same, by the person 
making the collection. 

Moneys collected for rents, sale of old houses and kindred 
property, should be remitted to the credit of the official in charge. 

No one, except those regularly authorized, may collect money 
on account of a company, or receipt therefor. 

A formal receipt is required to be given in every case when 
money is collected for or on account of a company; it should 



a bill for or rendering a statement of the expenditure. To further simplify 
the accounts, all labor and material used or expense Incurred on rolling 
stock belonging to other companies or individuals should be charged in the 
distribution books the same in all respects as if the rolling stock belonged to the 
company or individual making the repairs. Returns of repairs of equipment 
belonging to other companies or Individuals should give full particulars, so 
that the officer or person to whom it is sent may be able to act intelligently. 
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be given at the time the money ie collected ; it should be dated 
anil signed, and ehould state speciflcally the purpose tor which 
it is given. This rule applies to every officer connected with a 
company us well as to every employe. Its ri^id enforcement iB 
in accordance witli good business practice, and serves to protect 
a company, tlie [wrson who gives the receipt and the person 
who receives it. 

For all material sold or labor performed for other than car- 
riers, an invoice of the same should be forwarded to the person 
In debt at the time the charge is incurred ' in the case of carriers, 




CBirlBge in Vienna. 



statemenia should be rendered monthly or as may be most con- 
ducive tu quick and amicable Hettlemeuts. 

In reference to "conscience money" received by a company, 
when not remitted directly to Che treasurer, it should be turned 
over to him, with nil the attendant facts. A various persons bill 
should be made for each amount remitted. 

If the name of the person making the remittance is l[nowa,the 
bill should be made in the name of such person. If not Icnown, 
it should be made in tiie name of the person to whom the money 
is remitted by tlie sender. 'I'liis will preserve a perfect record of 
the transaction, and is preferable to the method of crediting the 



CHAPTER VIII. 

FISCAL REGULATIONS CONNECTED WITH VOUCHERS 
AND OTHER PAYMENTS, INCLUDING INTEREST ON 
BONDS, SINKING FUNDS, ETC. 

[Note.— As this chapter directly concerns disbursements it finds an ap- 
propriate place here. Much of it concerns the station agents of a company, 
who have little to do with expenditures generally. I have accordingly in- 
corporated the bulk of it in the volume *' Fiscal Duties of Agents and Con- 
ductors," which is concerned almost wholly with the duties of agents.] 

Vouchers. — A voucher is a certificate of indebtedness issued 
by a company, giving the name and residence of the payee, the 
particulars of the claim, and the amount thereof. 

Each voucher should recite the name and address of the 
payee, and should give a detailed statement of the purpose for 
which it is made and the date and amount. It should show 
upon its face, or in the place designated under the filing, the ac- 
count or accounts to which it is chargeable. 

All papers or correspondence that belong to or are In any 
way necessary to explain the reasonableness or authenticity of a 
voucher should be attache'd to it. All the facts in relation to it 
should be explained either upon its face or in the papers that ac- 
company it.* 

A voucher t is required to be made for material purchased; 
for service performed for a company when not embraced in the 
pay roll; for amounts due for injuries, damages, property bought 
or expense incurred on the company's behalf. Vouchers should 
be made in favor of the person, firm or corporation to whom the 
company is indebted. In case of amounts due the national or state 
governments, counties, cities, townships, villages, and the like, 
vouchers should be made impersonally in favor of the official en- 
titled to receive the money, thus: Treasurer of the United States; 
Treasurer (or Collector) of Greene County, Iowa, etc. 

Vouchers for material should give the items in detail, and the 
prices for each, the date of purchase being specified. Vouchers 

*Manv companies make a copy of the original voucher; the copy they 
use in making the payment; the original they file away with the papers at- 
tached. There are many things in favor of this plan. I have, nowever, 
alwi^s been accustomed to use the original voucher in paying, and that is 
the plan outlined in my books. 

t See Ibrm No. 46, Appendix E. 
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for labor should contain a statement of the time worked, the 
place, rate and date. Vouchers for expenses should give each 
item, date and place so far as possible. 

In paying vouchers it is not always convenient or practicable 
to read the papers attached ; consequently transfer orders may be 
overlooked, unless a notation is made on the back of the voucher 
calling attention to them. In the event, therefore, that an order 
is attached, the fact should be noted by the person making the 
voucher. 

Vouchers should, so far as possible, be embraced in the month 
in which the debt is incurred. 

Errors in name or initials of payee, place of residence, de- 
scription of claim or amount thereof, cause much inconvenience, 
and are the occasion of expense and delay in the payment of the 
account. They are also liable at any moment to involve a com- 
pany in loss if not discovered and corrected in time. Mistakes 
of this kind are frequently the result of ignorance or inadvert-^ 
ence upon the part of the maker of the voucher, but more often 
the result of carelessness. It is highly important, therefore, that 
especial care should be exercised in making vouchers to see that 
the name of the payee as given is technically correct, and, if 
necessary, vouchers should be withheld by the maker until sat- 
isfactory inquiries in this respect can be made. 

Accounts against a company should receive immediate at- 
tention from all through whose hands they pass. Vouchers 
should be made promptly; should be entered on the day re- 
ceived, and should be approved for payment without being 
held longer than necessary to verify their accuracy. Finally, 
they should be paid on the day on which they reach the disburs- 
ing agent of a company, unless business reasons prevent. The 
greatest promptness should characterize the making, auditing 
and paying of bills; delay in such matters evinces lack of atten- 
tion or proper business methods; it inconveniences and in many 
cases seriously embarrasses the parties in interest. If for any 
reason those whose duty it is to certify to or approve vouchers 
should withhold their signatures, they should forthwith notify 
the official or agent of the company with whom the voucher 
originated, so that the embarrassments to the service likely to 
be occasioned by absence of such knowledge may be avoided. 

Each voucher should be given a number. It should be en- 
tered at the headquarters of a company.* 



* I would suggest a register for this purpose. See Form No. S, appendix, 
volume "General Fiscal Affairs." Vouchers should be entered in consecu- 
tive order. The register on which they are entered should contain a brief 
account of each bill, number, name of payee, character of claim, amount, 
and the thing to which it is chargeable. At the end of the month a state- 
ment should be drawn off from this register, showing the total amount of 
vouchers entered and the things to which they are chargeable, giving the 
name and amount of each charge. A similar statement is required to be 
drawn off from the various persons register. These statements may be en- 
tered in one book (see Form No. 5, appendix, volume "General Fiscal 
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Cases will sometimes arise of snch urji^ency as to require 
money to be paid in advance of the auditing of a voucher to 
cover the same. When this is done the money thus advanced 
should be char^^ to the official of a company who receives 
and disburses it, but no payment should be macie in advance of 
auditing except under rules and regulations established before- 
hand by the proper officer. 

In the event any portion of the money advanced under 
the foregoing rule is reconveyed into the treasury it should be 
credited to the account charged. 

For such portion of it as may be disbursed, a voucher 
should be made by the official making the disbursement in favor 
of the person or persons to whom it is paid ; the receipt of such 
person or persons should be attached to such voucher. 

Vouchers made on account of money advanced should be 
credited to the person charged with the advance. On the face of 
all such vouchers the person making the same should note in red 
ink that it has been paid, giving the name of the person by whom 
paid, thus: *'Paid by (^'harles Murray, Sup' t." A similar notation 
should be made on the back of the voucher, underneath the filing. 
The notations should be plain and conspicuous, so as to prevent 
duplicate payment. 

In entering on the "journal of audited vouchers" a bill 
that has already been paid, the fact of its having been paid 
should be noted on the journal in every case, giving the name of 
the person by whom paid ; this will enable the accounting officer 
to prevent duplicate payment in the event the fact that the 
voucher has already been paid should be overlooked by the 
treasurer.* 

Paying Vouchers. — Vouchers are required to be approved 
by the proper officer before being paid. 

In order to systematize the payment of local expenditures 
connected with the working of the property, including the pay- 
ing of vouchers, pay rolls, claims and balances of every kind, 
such payments are made directly from the office of the treasurer 
or under his direction. 

Before paying a voucher or delivering a check, the payee 
should be called upon, whenever practicable, to state specifically 
the amount and nature of his claim. His ability to do so will 
serve in a measure to identify him and is, moreover, corrobora- 
tive evidence of the correctness of the account. It will, in addi- 
tion, enable a company, without the knowledge of the payee, to 



Affairs"): one, the entries for vouchers, being a history of debts incurred for 
material and other things; the other, a history of credits. The two state- 
ments being thus brought together in one book, only the balance or difference 
between the debits and credits need be posted on the general books. 

* The foregoing refer more particularly to disbursements of cash by offi- 
cers of a company in settlement of claims and similar matters, and must not 
be confounded with the rules and regulation*! governing bills paid by sta- 
tion agents in advance of vouchers being made therefor, given further on. 
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correct any mistake that may have occurred in auditing whereby 
too much may have been allowed, either through duplication of 
the account or otherwise. 

Vouchers payable at or near an agency are oftentimes sent to 
the agent to pay in currency. When the amount is large, or be- 
yond the ability of the agent to pay out of the receipts for one 
day, it is better to send the money with the bill. If, how- 
ever, an agent should be inadvertently asked to pay a voucher 
that the proceeds of his station do not render possible without 
waiting to accumulate cash (and thus discontinue his remit- 
tances), he should advise the treasurer of the facts in the case and 
await his instructions and not hold his collections.* 

Vouchers sent agents to pay and not called for or paid within 
thirty days should be returned to the treasurer, with a statement 
of the reason why not paid, except when checks or drafts are 
sent with vouchers, in which case they should be returned 
within ten days. 

When more than one voucher is sent to an agent at one time, 
they should be paid as fast as the receipts of the station will 
permit and should be remitted from day to day, as fast as paid, 
without waiting for the whole lot to be disposed of. 

Vouchers should be remitted by the first express after they 
are paid. 

In the event vouchers are sent to the wrong agent to pay, 
they should be returned fortiiwith by express. 

The signature to the receipt at the bottom of a voucher 
should be exactly the same in every particular as the name of the 
person or persons to whom the voucher is payable ; unless this is 
the case, credit can not be allowed the agent for paying the 
same. 

Vouchers should be receipted by the person or persons to 
whom they are payable, or by some one known by the agent to 
be authorized to collect the amount and receipt therefor. In 
paying vouchers to persons holding orders, agents should see 
that vouchers are receipted by the person or persons to whom 
the order is payable, attaching the order to the voucher in every 
case. Agents are held strictly responsible for vouchers paid to 
unauthorized persons. 

It will sometimes be necessary for the treasurer to pay money 
to an attorney or other agent of tf company, to enable such 
attorney or agent to satisfy some claim decreed by the courts, or 
otherwise. In such cases the disbursing officer will take the re- 
ceipt of the attorney or agent for the money thus paid. This, 
however, is merely preliminary. When the money is finally paid 
by the attorney or agent to the person or persons to whom it 
belongs, a receipt therefor should be taken. This receipt should 
be filed with the one already rendered to the disbursing officer 

* One reason for this, and a good one. is that to hold his receipt would 
be to break the line of remittance, whereas I have always believedftliat the 
gross sum ooilected each day should be remitted dally. 
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by the attorney or agent. When a receipt from the person or 
persons to whom the money is finally paid can not be secured, as 
sometimes occurs when money is paid to the officers of the 
courts, then all the facts connected with the payment should be 
recounted and placed on file in lieu of a receipt. 

When the payee of a voucher can not write, the agent or 
cashier of a company can not act as witness if the voucher is 
paid by him. 

Duplicate receipts, if any are attached to a voucher, should 
be receipted, dated and returned with it. 

Agents should not permit papers attached to vouchers to be 
detached. Such papers are necessary to the completeness of the 
voucher and should not, therefore, be disturbed. 'I'hey are, 
moreover, as a rule, confidential in their nature, and should not 
be inspected or read by the payee of a voucher, except when at- 
tached for his information. 

After paying a voucher, the agent should stamp it in a plain, 
legible manner (on the same date) with the station stamp, 
directly under the filing on the back of the voucher. This is 
evidence that it was paid by him. 

In the event a voucher or check is lost, a company should re- 
quire in every instance a good and sufficient bond of idemnity 
to be filed by the payee before issuing a duplicate. Great care 
should therefore be taken to protect vouchers and checks. 

No unaudited voucher or account should be paid except upon 
the authority of the treasurer, and not then except in extreme 
cases, to meet the emergencies of business. 

Great trouble and risk are sometimes experienced in the pay- 
ment of vouchers in consequence of their not being made in 
favor of the right person or persons. In some instances the ini- 
tials of the payee are wrong; more often, however, the name is 
given incorrectly; in case of corporations and firms, names are 
transposed, or the vouchers are made in the name of individuals. 
When an error of this kind is discovered, payment should be 
stopped until the voucher can be corrected. Money should 
never be paid except to the person or persons named in the in- 
strument. 

When it is found that an error has been made in the amount 
or name of the payee of a voucher or check sent to an agent to 
pay, such voucher or check (or both) should be returned to the 
treasurer unpaid, with a statement of the facts in the case, so 
that the matter may be corrected. 

Under no circumstances is it permissible for an agent to 
change or deface a voucher or check in any way. 

If, for any reason, payment is not to be made to the person 
in whose name a voucher is made, the fact should be noted on 
the face of the bill, also on the back of the voucher underneath 
the filing, giving the reason therefor and the name of the person 
to whom the money is to be paid. This indorsement (except in 
the case of transfer orders attache<l) should be signed by the 
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person or persons certifying the voucher and should be satisfac- 
tory in every respect to the treasurer, otherwise payment should 
be withheld awaiting satisfactory explanation. 

In paying vouchers to persons holding orders, the order 
should be attached to the document in each instance, and the 
person holding it made to sign in lieu of the principal. But it 
should not be forgotten that a company is averse to accepting 
orders save for good and bona fide reasons. It prefers to treat 
directly with the principal. 

Gas Bills. — In order that a company may avail itself of the 
advantage arising from the custom of illuminating companies of 
discounting their bills on condition of prompt payment, the fol- 
lowing expeditious method of providing for their settlement is 
suggested : 

Bills that ac(a*ue at shops, stations and department head- 
quarters should be certitied to and forwarded immediately to 
the division superintendent for approval. He should enter them 
in his distribution book under the head of '* Vouchers charge- 
able to storekeepers" and charge the ])r()per oi)erating exi)enses. 
He should then stamp and forward them without delay to the 
agent most conveniently located, for payment. After they are 
l)aid by the agent they should be stamped on the back with his 
station stamp on the date paid, and forthwith remitted to the 
treasurer as cash. 

When no discount is allowed for immediate payment, such ac- 
counts should be treated the same as other bills. Officials in 
charge should see that bills are paid promptly and that the 
company receives the benefit of the discount allowed. 

The treasurer may (to avoid a multiplication of bills) brin^ 
together into one voucher all bills of the foregoing nature, paid 
in any one month. 

Payment by Agents op Bills Due by a Company 
Before They are Audited and Approved. — No agent 
should be authorized to pay any bill, voucher, certificate of 
discharge, or other evidence of debt against a company, ex- 
cept under established rules, on accounts duly audited and 
approved. 

In the event, however, it should become necessary in the 
course of business for an agent to pay money in advance of the 
approval of the document, it may be done upon the written 
direction of the treasurer, or, in an emergency, on the written 
order of a general approving officer of a company. 

In such cases the agent should be directed to make the 
payment and take a receipt therefor, holding the latter, with the 
order directing the payment, until a voucher can l>e audited 
relieving him of the charge. 

This voucher should be prepared without delay, in the 
department in which the claim originated, and should be made 
in the name of the person to whom the money is paid. 

14 
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This voucher should pass through the same channel as 
other vouchers, and be treated, so far as the methods of ap- 
proving and auditing are concerned, as if unpaid. 

On the back of said voucher, however, under the proper 
filing, the maker should plainly note in red ink, "Paid by 
Blank agent at Blank station,^^ a similar notation being made on 
the face of the voucher. 

When money is paid in this way the receipt taken by the 
agent should describe the purpose of the payment. 

This receipt should be technically legal in form. 

Afterward it should be stamped with the station stamp. 

When the approved voucher reaches the agent the receipt 
should be attat^hed thereto by him ; also the order. 

The voucher should then be remitted without delay as the 
rules prescribe. 

Whenever a payment is directed to be made otherwise 
than by order of the treasurer, the latter should be forthwith 
notified of the fact ; but no such order should be issued except 
in the absence of the treasurer, and to meet an exceptional and 
imperative necessity. 

• 

Cancellation of Vouchers.— Up to the time the books are 
closed and the statement of audited bills entered upon the 
general books, any error in the amount of a voucher may be 
corrected or the voucher itself may l)e cancelled and withdrawn 
from the register of vouchers by simply cancelling the entry on 
such register. Afterward no correction is possible; if an error 
has been made in the amount, the instrument should be formally 
cancelled and a new voucher made. 

When it is desired to cancel a voucher after the books are 
closed, it should be forwarded to the accounting officer, so that 
the cancellation may be made on the books in due form. 

Vouchers requiring to be cancelled after the books are closed 
should never be torn up or destroyed, as they are required for 
filing. 

In the event it is necessary to cancel a voucher, the request 
therefor should be noted on the back underneath the filing witti 
the reason given. This should be signed officially. 

In case a new voucher is required, the person making the 
original bill should, if practicable, be called upon to make the 
same. 

In cancelling vouchers, the amount should be credited to the 
account originally charged. 

When vouchers which have been charged to "material^* are 
cancelled, an entry should be made on the distribution book of 
the storekeeper who accounted for same, in the following 
manner: The amount of the vouchers cancelled should be 
deducted from the total amount of "Vouchers chargeable to 
storekeeper'' for the month, and the operating or other accounts 
first charged with the vouchers should be credited. 
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When it is desired to cancel or change a voucher before the 
books are closed, it should be referred back to the various offi- 
cials upon whose books it appears so that they may cancel or 
change the entry thereon. 

Specific reference should be made in the distribution book to 
each voucher or various persons bill cancelled, and the reason for 
cancellation given. Notice should be given by the accounting offi- 
cer monthly of all vouchers and bills to be cancelled, and no 
cancellation entries should be made on the distribution books 
other than for the vouchers or bills reported by the accounting 
officer. 

Taking Keceipts— How Endorsements Should be JitIade 
AND Receipts Signed. — Receipts to vouchers, acknowledgments 
for money, property, or other consideration, and all endorse- 
ments on the back of time tickets, orders, drafts and checks, etc., 
should correspond in every particular with the name of the 
principal or person or persons in whose favor the instrument is 
made. For instance, if a document is made in favor of ** James 
Oarclifl*," a receipt or endorsement can not be accepted signed 
by '* James (.arkliftV Tlie practice of the United States Govern- 
ment in the case of vouchers, drafts and checks is founded on 
correct methods, and should be observed in connection with all 
such documents. It is as follows: 

•♦ The name of the payee, as endorsed, must correspond in spelling 
with that on the face of the warrant; no guarantee of an endorsement, 
Imperfect in itself, can be accepted. If the name of a payee, as written 
on the face of a warrant, is spelled incorrectly, the warrant should be re- 
turned for correction." 

Vouchers may be paid upon the presentation of an order 
properly drawn by the payee or by the legal and binding repre- 
sentative of such payee. The authority should in every case be 
securely attached to the voucher. 

Documents in favor of corporations should be signed by the 
duly authorized agent or otllccr of such corporations, the name 
and title of tlie person being given in full in everj' instance. 

Signatures should be witnessed in all cases by some respon- 
sible person when the payee is not personally known. 

Endorsements by mark can not be witnessed by an agent or 
cashier, if the acknowledgment is for moneys paid l>y him. 

When a payee can not writt^ he should make his mark in legal 
form in lieu of a signature. Tliis mark should be witnessed by 
some responsible person personally knowing the payee.* 

('hecks, drafts, notes, bills of exchang<^ and kindred docu- 
ments should in all cases be endorsed by the payee. Orders can 
not be accepted in such cases. 



* In form as follows: his 

Richard X Roe. 
mark. 
Witness: John Smith, Chicago, 111. 
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Those who make payments are held strictly responsible for 
the bona fide character of the receipt or acknowledgment and the 
payment of the money to the proper person or persons. 

Drafts or checks cashed by agents or accepted by them should 
be endorsed according to the rules and regulations made 
especially for such cases. 

When a check or draft is received by an agent it should be 
stamped at once on the back, viz : '* For deposit on account of"* 

Underneath this endorsement the name of the agent of a 
company should be signed. If the draft or check is stamped im- 
mediately upon its receipt its subsequent destruction or mis- 
carriage can not involve a company in loss; stamping it in the 
manner described also prevents its misuse. 

Checks and drafts should be drawn to the order of the collect- 
ing agent (as an agent), and before being remitted should be 
stamped as directed and formally endorsed by him. 

In the event it is necessary to accept checks or drafts not 
drawn in the name of the agent, or made payable to his order, 
they should still be endorsed by him, so that his responsibility 
for them may always appear. 

Endorsements should, if possible, be made by the agent, and 
not by his clerk; exception v/ill be made to this rule when the 
cash is practically or formally in charge of a cashier. 

Endorsements should be technically and legally perfect. 

All time tickets, vouchers, gas bills, freight bUls and similar 
documents remitted by agents should be s&mped by them with 
the station stamp on the date they are paid. 

The foregoing rules and regulations apply more particularly 
to receipts to vouchers and endorsements on checks, drafts, notes, 
time tickets and kindred documents. They are equally applica- 
ble, however, to receipts of consignees for freight and for ad- 
vances made by a company, and for transactions of every kind 
wherein the public is concerned. Also to receipts given by agents 
and others for charges on freight and collections or every 
description. 

Signatures should never be inserted with a stamp. Some dis- 
tinguishing mark or name should be written with pen and ink. 

It should be remembered that the signing by one person for 
another is not binding unless duly authorized, and whenever a 
person signs for another, the name of the person signing should 
be given. If a person having power of attorney signs,he should 
attach to his signature "" Attorney in fact;'' if he signs as trustee, 
administrator, agent or otherwise, the fact should JSi duly stated 
beneath his signature. It is the duty of the agent or official who 
accepts such signature to satisfy himself at the tme that the 
person signing is duly qualified. 

It should be kept constantly in mind by all who pay money 
that while it is easy for them to assure themselves of the credit- 



* Then ihould follow the name of the oompuiy. 
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ability of those to whom they pay before the transaction occurs, 
it is often difficult or impossible afterward. Men are ever willing 
to substantiate their right to receive money, if required to do so 
before the transaction. Afterward they are indifferent in many 
cases, and the burden of proof rests with the payor instead of 
the payee. 



METHOD OF ACCOUNTING FOR INTEREST ON BONDS — 
HOW COUPONS SHOULD BE TREATED WHEN PAID*, 
HOW FILED — METHOD OF ACCOUNTING FOB IN- 
TEREST ON REGISTERED BONDS. 

The method of accounting for interest pay- 
ments on registered bonds is very simple com- 
pared with the methods devised for recording 
the payment of interest on coupon bonds. 

In the former case the financial oflBcer makes 
a certified statement of his disbursements for this 
purpose, and the accounting oflScer, after satisfy- 
ing himself as to the authenticity of the same, 
allows the necessary credit.* 

While there are numerous methods of account- 
ing for coupons redeemed, the following may 
safely be observed: 

When a coupon is paid, the officer payinpf it should cancel it 
by punching it at least twice ; this will prevent the possibility of 
its reappearance upon the street. 

As a rule coupons reach a company through the various local 
banks and collecting agencies. All the coupons presented by 
each party or agent should, after cancellation, be enclosed in a 
separate envelope, and upon the face of this envelope should be 
written the name of the p» yee, the date of payment, the names of 
the mortgages from whichthe coupons have been detached, the 
number of coupons presented for each mortgage, the gross 
amount of such coupons, and, finally, the toted amount paid. 
A history of each transaction will thus be preserved temporarily 
in its entirety for reference. This information, as may readily 



* In many cases he has eounterslgned the checks with which the tnterwt 
was paid. 
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be supposed, will be invaluable afterward in adjusting accounts, 
verifying payments and satisfying inquiries. 

After payment is made all the envelopes containing coupons, 
together with a detailed statement of the same, should be turned 
over to the accounting officer for examination and record. Upon 
their receipt the latter officer should proceed to verify the con- 
tents of the different packages and satisfy himself of the correct- 
ness of the accompanying statement in which the aggregate pay- 
ment is given. The foregoing facts being determined, he should 
file away the various coui)ons received. A good plan for this is 
as follows: A record book is provided for the coupons of each 
class of bonds; the filing upon the back of the book specifies the 
name of the mortgage ; the first page corresponds to bond num- 
ber one, and so on tbrough the book. The amount of the bond 
is specified at the head of the page. Each page is divided into as 
many squares, or blanks, as thtiro art; coupons attached to the 
bond ; the blanks also correspond in size to the coupons. Each 
blank space on the page is numbered, and if the bond has fifty 
years to run, and the interest upon it is payable semi-annually, 
there are one hundred blanks provided — two for each year. The 
coupon maturing first is pasted in blank number one, the second 
in blank number two and so on. The blanks in the book that 
are unoccupied represent at a glance the coupons that are out- 
standing. The aggregate of tlie outstanding coupons is the 
amount of the company's liability for unpaid interest on its past 
due coupons. It is thus not only easy to ascertain precisely the 
aggregate liability, but it can also be determined readily for the 
different classes of coupons. 

The plan is simple, economical and eft'ective. The financial 
officer delivers up the cancelled coupons before receiving credit 
for their payment. After his accounts are verified the cancelled 
coupons are ])asted in the book by the at^counting officer, in the 
manner described, and in sut^h form and with such system that 
reference can be made in an instant to any particular coupon 
that has ])ecn ])aid. 

Under this method of accounting any attempt to foist a spuri- 
ous coui)on upon a comi)any could not jmssibly remain unde- 
tected, no matter how perfectly the counterfeit might be, for the 
reason that when the time came for filing it away the person 
performing this duty would find the place allotted to that partic- 
ular coupon already filled : or, if the s])urious coupon were paid 
before the genuine, then it would occupy the place of the latter 
in the file. In either case the counterfeit would be quickly de- 
tected. 

The foregoing method of accounting for ]>aid coupons affords, 
in the multitude of checks it enforces and suggests, the maximum 
amount of security attainable at the least possible cost. 

There should be no connection between the person who pays 
the coupon and the person who audits the a(;count of the payor 
and piistes the coupon in the record. The person who draws off 



Bl^Sli URSEMENTS. 




218 SCIENCE OF BAIL WA T8; 

the balance sheet of outstanding (overdue) coupons and balances 
it with the company^s.books so incidentally verifies the accuracy 
of the statement that every coupon claimed to have been paid has 
actually been paid. • 

SINKING FUNDS — ACCOUNTS TO BE OPENED ON THE 

BOOKS THEREFOR. 

In the first place, specific accounts should be opened on the 
general books of a company with each particular sinking 
fund, and to such accounts should be charged or credited, as cir- 
cumstances require, each jiarticular installment. 

In order tliat the exhibits of a company may show a full and 
clear record of the sinking funds, the following rules are sug- 
gested : 

When sinking fund installments are charged against revenue 
they slioiild )o embraced in income account in the month in 
which th(\v ac(M-iie without reference to when they are paid, and 
sucii amounts slioiild be carried on the credit side of the balance 
sheet under Ihc h(»tid of '* Accruing sinking fund installments.'" 
This item will of course disappear when the installments are 
paid. 

The amounts so paid should be shown on the balance sheet as 
an asset under the head of "Amount deposited with trustee of 
sinking fund ;'' and on the opposite of the balance sheet an ac- 
count should be opened with "Sinking fund installments paid ;" 
the former account representing the amount of cash or bonds, 
as the case may be, in the hands of the trustee, and the latter the 
amount of income used for paying such sinking fund install- 
ments. 

When sinking fund installments are not charged against rev- 
enue, the aggregate amount of the sinking fund will appear on 
the credit side of the balance sheet under the head of " Past due 
sinking fund installments;" on the opposite side of the balance 
sheet an account should be opened to be known as "Unpaid sink- 
ing fluid instalhnents.'' Both of these items will disappear with 
tlie payment of the sinking fund, and the amount so paid will 
appear upon the debit side of the balance sheet as an asset under 
the head of "Amount deposited with trustee of sinking fund.*" 

W'hen bonds that are paid into a sinking fund, or bonds of a 
company owning the sinking fund which are purchased with 
cash payments to said fund, remain uncancelled, such bonds 
should ap]>ear upon the credit side of the books and in the ac- 
counts as "Live bonds in the hands of trustee of sinking fund;'' 
these latter should of course l)e withdrawn on the books and in 
the exhibits from bonds outstanding. 

When bonds paid into the sinking fund, or bonds of a com- 
pany owning the sinking fund which were purchased by the 
trustee with cash payments to such fund, are cancelled, the out- 
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standing bonds should be reduced upon the books and in the ac- 
counts by a corresponding amount, and no cancelled bond, 
whether in the sinking fund or elsewhere, should be embraced as 
an asset or liability upon the books or in the accounts. 

When it is desired to recapitalize bonds that have been pur- 
chased for the sinking fund and cancelled, the process, so far as 
the accounts are concerned, should be the same as when the secur- 
ities were first issued, viz. : the amount of the bonds or stocks 
issued should be credited as outstanding, cash being charged 
with the proceeds of same. 

When bonds paid to satisfy sinking fund requirements, or 
bonds purchased with cash payments to said sinking fund, remain 
imcancelled and continue to draw interest, the trustee should be 
charged with all surh interest received under the head of "Trus- 
tee of sinking fund account accretions from investment of install- 
ments;'' and on the opposite side of the balance sheet an account 
should be opened to be known as ''Accretions from investment of 
sinking fund installments.*' 

When sinking fundsare paid in cash or uncancelled bonds, the 
amount of such cash or bonds appears, as described above, as a 
debit until the obligation for which the sinking fund is credited 
is finally retired. When this event transpires, the accounts 
^'Amount deposited with trustee of sinking fund" and "Trustee of 
sinking fund account accretions from investmentof installments'^ 
should be credited, and "Live bonds in hands of trustee of sinking 
fund" charged with that portion of the sinking fund represented 
by bonds of the issue for the benefit of which the sinking fund 
was created which the trustee cancels and returns the company. 
The balance of the sinking fund, if any, represented by bonds of 
other classes or cash, or both, as the case may be, being returned 
to the company by the trustee, should be added to its assets, the 
amount being credited in the same manner as stated above for 
cancelled bonds returned by the trustee, i. e., to the accounts 
"Amount deposited with trustee of sinking fund" and "Trustee 
of sinking fund account accretions from investment of install- 
ments." 

In the event the payments made to the sinking fund were 
charged to income, the amount of same, together with all accre- 
tions from their investment, should be transferred back to income 
account from "Sinking fund installments paid"' and "Accretions 
from investment of sinking fund installments," respectively. 
These entries close the dift'erent accounts. 

By accounting for sinking funds as described the exhibits of 
a company will always show at a glance the amount of all 
funds in the hands of the trustee belonging to the sinking fund; 
how much of same represents respectively payments made to the 
fund and accretions to it from investment of such payments; and 
also what amount of payments, if any, were charged a^nst 
income. 
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CHAPTEK IX. 

RAILWAY CONSTRUCTION AND CLASSIFICATION. 

Construction properly embraces the original or 
first cost of a property; all disbursements, ex- 
penses, costs, commissions, salaries and debts 
incurred in connection therewith or incident 
thereto; the accruing interest on the amount in- 
vested while the property is in course of con- 
struction and before it is opened for business; 
all disbursements and losses suffered in the sale 
or disposal of bonds, shares, securities, or assets, 
the proceeds of which are used in its purchase 
or development; all expenditures on account of 
its rights, franchises and appurtenances. These 
constitute the first cost of a property.* 

In the event of the abandonment of any por- 
tion of a property, the amount derived from its 
disposition or sale is a credit to construction. 

* There can be no difference of opinion as to what constitateB 
railway construction ; as to what is properly chargeable to con- 
struction and what is properly chargeable to operating exfpenses. 
The practices of railways, however, differ in such matters, and 
for good cause. Items that one railway will charge to construc- 
tion and capitalize another road will charge to operating ex- 
penses and pay for out of income. The reasons for these practices 
are founded upon the necessities of the case and good business 
judgment. The rules that animate railway managers in such 
matters are too complex to be discussed here; I have referred to 
them at considerable length in the volume ^^Financing, Building 
and Maintaining.^^ 

(221) 
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After a property is opened for business, noth- 
ing can properly be charged to construction ex- 
cept additions or betterments. No structure, 
work or additiop should be embraced under the 
head of construction, except to the extent that it 
adds to the original, the said structure or work 
liuing in the nature of an accession, and not in- 
tended to replace something of a similar nature, 




England. 



worn out or destroyed at the same place or in 
the immediate vicinity; thus, if it is intended to 
erect a building where no building before existed, 
all labor, mateiial and money expended thereon 
is properly chargeable to construction, and so on 
for new platforms, stockyards, fences, grounds 
and other outlays. Additions, enlai^ements, im- 
provements and necessary changes — all improve- 
ments, additions, extensions or accretions that add 
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to the first cost of a property also constitute con- 
struction. These embrace the implements and 
utensils used as well as realty and other property. 
If, for instance, it should be found necessary to in- 
crease the capacity of a coal house by making 
the building longer, wider or higher, the building 
would be just so much more valuable, and the 
cost of enlarging the same would be a proper 
charge against construction. The same principle 
holds good in reference to new tools and machin- 
ery, new side tracks built, additional yard grounds 
acquired, new buildings, platforms and fences 
erected, and so on. 

Tlie cost of remedying any defects in consequence of a 
property not having been constructed in a first class manner in 
the ftrst place, is a proper charge against construction. 

In charging constru(^tion with the cost of hdditions, enlarge- 
ments or betterments, it should be kept in mind that only that 
which adds something to what before existed is thus chargeable. 
It may cost more to repair or renew a structure than the original 
cost, nevertheless the whole cost thereof should be charged to 
operating expenses, unless the structure has been improved or 
enlarged in the process. If in renewing a pile bridge or culvert, 
the structure is lengthened, the added length is a legitimate 
charge to construction, although the structure may not be of a 
more permanent character than the one originally constructed. 
But in determining what amount shall be charged to con- 
struction in such a case, the cost of the thing replace should 
be first deducted; thus, if the added length of a bridge is 
charged to construction, the cost of the roadbed it replaces 
should be deducted from the charge to construction. 

The principle which should be observed in all cases is not to 
charge to construction more than the added cost that may be 
incurred in the betterment of a property, or the adjustment of 
the same to the varying necessities of business, or the correction 
or remedying of structural changes caused by the vicissitudes 
of weather or climate. 

The cost of removing an old structure, preparatory to the 
erection of a new one, is a proper charge against construction in 
the event the removal is precipitated by the necessity of en- 
larging or improving the structure. If the removal is because of 
its being worn out, or is in the nature of necessary repairs and 
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renewals, the expense of removal slioulO be charged to operatlriff 
expenses, even tl oiigl ju enlargt I or improved structure is 
erected in its pKte 

The value of the improvements to a property, it in tiie pro- 
cess of improving no additional expense la incurred, should 
Kenerally be ihirged to operating expei ses Thus, It in the 
manipulation of a propertv a superior artitle of metal is used 
and it does not cost more than that whiih ft replaces, it is not 
customary to liarge anythinR to construttion • 

After a ])roperty has been opene<1 for business, the cost of 
worliinfr the same and tlie wear and tear attending; its operation 
(including all repairs and renewals) are charjreiibie to operating 
expenses. But so long as a i)roperty is not formally opened for 
business, or is only used in the handling of construction 
material, all the expenditures attending its operation are 
chargeable as a part of the cost. 




Caniage in Peru. 
CLASSIFICATION OF CONSTRUCTION ACCODNTS.f 

The followint^ claasifi cation of construction ac- 
counts describes the various sources of expend- 

■This rule, whlletsenerally obeerveil, will be imrlerslnod to be nominal 
only. A eompany has the same rlKht lo the vHliie iil Us iraproTemenUi, and 
to derive arlvanti^ therelroin in increased incuiiie. Ciiat an indlrtdual baa 
whose jiropeny is lieialiteiieJ in value and earning power by the Improve- 

tThlaclasslflcallon does not agree exactly with the requirements of the 
Intestate t'ommen'e commlsninn tn Its retiinix; It. hntvever, umbraces more 



Unileil States 



iiiiled from it Hlllinut dltlkiiltv Tin: clHHHineatlon .levlxed by the 
States gnverumeiit Isan adnilrnliie one, and. an [ar as Infoimatlon is 
* by the govern men t, perfect. 1 have subdivided Home of its headings. 



.— y were not cleai _._, — , ., — 

operating oRlcers a mure mmule Itemization. An 1 have already said, i 

Practices of railways rilirp- In rccanl to what they nharee lo ponslruelt 
he accompanying rnk'>ii.:d rt'i;ulatiun.H arc bHsM on (he thi-nry that eve 
thing that Is properly charjfeablE to construction is so charged. 
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iture that enter into the construction of a rail- 
way, and the additions, enlargements and better- 
ments that attend its operation after being 
opened for business. It may be safely followed.* 

Ballastin(".— Construction.— This item covers the cost of 
ballasting, including material and labor, embracing, incidentally, 
such items an cost of loading and unloading and putting material 
into track. 

Block Sk.nals— Construction.— To this account should be 
charged the cost of electric appliances and other material for 
block signals; also the labor performed and expenses incurred in 
placing same in position. 

Board of Construction Force — Construction.— This 
item is intended to cover expenditures on account of the board 
of men engaged in construction work, not otherwise provided 
for. It includes expenses on account of boarding cars, camps 
and houses, and the bedding, groceries, provisions and material 
and supplies used therein; also the wages of cooks, helpers and 
others. Collections for board or lodging that are a proper set- 
olf against amounts charged to this account should be credited 
to it.t 

Bridges, (Julverts and Viaducts (Excluding Masonry) 
— (Construction. — This account embraces the cost of material 
used, labor performed and expense incurred (except on account 
of masonry, a separate account for which is provided) in the 
construction of these structures ; it does not include any track 
material or the cost of laying same.t 

Buildings, Furniture and Fixtures — Construction.— 
This account includes material used, labor performed and ex- 
pense incurred in the construction of buildings. 

The furniture and fixtures necessary to equip a building and 
fit it for the purpose it was erected to serve are chargeable to 

* Too great care ean not be exercised in the classiflcatlon of construotion 
accounts to see that charges are entered under their proper headln{». It 
may be that in the construction of particular lines some unusual expenditure 
may arise not separately provided for herein. In such event, a special ac- 
count should be opened. An account should be opened as occasion re- 
quires with each specific heading. The details of each charge should be 
given in every instance and the location and identity of the work accurately 
described. 

t For method of accounting for these collections, see roles and legolationa 
in chapter on " Miscellaneous Accounts Against Persons." 

X A viaduct will be understood to mean a structure for carrying the tr»ek 
over a canal, river or valley. The different classes of structures covered by 
this account and the principal articles of material used In their oonstructlon 
are set forth in detail under the analogous operating expense aooount. The 
account known as "road crossings and ugns" should not do confounded wlln 
this. 

15 
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this acconnt as a, part of the cost, except shop machineiy and 

Clearinh and Grubbino — CoNaTRUCTroN.— This account in- 
cludes the cOBt of preparing the right of way for gradiDg, in' 
eluding the removal of trees, brush. Btiriibhery, boulders and 
similar matter. 

CoNSTRucriONSuppLvDEPoxa— Construction,— This account 
iB intended to cover the cost of banilling construction supp'ies 
after their purchase. It includes the wages of store keei)erfl, as- 
sistants, timekeepers, watchmen and lahorers employed in this 
connection ; it embraces the cost of loading, unloading, watching 
and handling material at depots of supply, the cost of unloading 
the same on ttie line, and tiie cost of temporary side tracks, plat- 
forms and storehouses required in the handling of construction 
material. 

Tlie cost of handling material after l>eing unloaded at the 
point where designed for use is chargeable to the object for 
which unloaded. 




Construction Trains— Construction.— This account em- 
braces the expenses of construction trains, including wages of 
engineers, firemen, wipers, dispatchers, conductors, brakemen ' 
and other train men ; also cost of temporary water stations, fuel 
sheds and engine houses; charges for use and repairs of equip- 
ment, cost of fuel, oil, waste and other supplies used on loco- 
motives and cars employed in construction trains. 

Discount — Construction. — To this account should be 
charged discounts suffered from the sale of se<'iirities, the pro- 
ceeds of which are used for construction purposes or wliich have 
been acquired in connection with construction work; also dis- 
count suffered in the disposal of securities issued to take the 
place of those used in the construction of a property. 

Reversely, any premiums derived from the sale of securities, 
such as those desciitted. shonlil be iTedlt<»] to this account. 



• The different classes n[ li 
ruction are set forll 
idrenenalgoFbti'l'i; 
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Docks and Wharves— Construction.— This account includes 
the cost of docks and wharves, landing and appurtenances 
thereunto belonging, such as piling, sheet piling, wale timbers, 
cap timbers, bracing, filling, dredging, planking, paving and 
the labor and expense incident thereto! It does not, however, 
include the cost of track appurtenances, rails, ties, spikes, etc., laid 
on docks and wharves. 

Engineering — Construction. — This account includes the 
salaries and expenses of engineers and their assistants engaged 
in surveying, locating and attending to the construction of new 
lines and extensions, including camp expenses, board bills paid 
by the company, etc. 

Exchange— Construction. — This account embraces expendi- 
tures for local and foreign exchange and charges appertaining 
thereto on account of funds used for construction purposes. 

Fences— Construction. — This account includes the cost of 
track, yard, shop, statlQUi and snow fences. 

The cost of planting hedges and fence trees is also charge- 
able to this account. 

Grading— Construction.— This account includes expendi- 
tures for grading the track, yards and station grounds, including 
wages of excavating gangs, cost of ditching, and opening and 
widening cuts. etc. Jt also includes the cost of stone, brush, or 
other material used to protect the track ; also cost of labor per- 
formed in riprapping and all expenses incidental to this account.* 

Interest — Construction. — This account embraces interest 
accruing on the securities of a company, or on moneys used by it 
for construction purposes, up to the date the property is opened 

for business. 

Interlocking Switches— Construction.— This account in- 
cludes the cost of interlocking switches and appurtenances; also 
labor performed and expense incurred in placing the same in 
position. An account should be kept with each group, i, e., with 
the system worked from a particular switch tower. 

Masonry for Bridges, (Culverts and Viaducts— Construc- 
tion. — This account embraces the cost of material used, labor 
performed or expense incurred on account of masonry for these 
structures, including foundations and the protection of sucb 
foundations. 

'I'he principal items of expense coming under this bead are 
as follows, viz: excavation, foundation, piles and timber, sheet 
piling, pumping, con(;rete, stone work, sand, lime, cement, labor, 
etc. 

It includes the total expenditure necessary to prepare the 
masonry work for the structure. 

* Where riprapping occurs in connection with the oonstmotion or pro- 
tection of a bridge, culvert, viaduct or wharf, it should be charged aeeoid- 
ingly. 
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Miscellaneous Kxpenses— Construction.— Thig account in- 
cludes espenRea od account of conBtrucCion not otherwise pro- 
vided (or herein. 

Miscellaneous Tkack Material— (^Instruction.— This ac- 
count Includes the miscelUneouB material used in the track (not 
including rails and ties) not otlierwiee provided for lierein, em- 
bracing angle bars, chairs, frogs, bolts, fish plates, mile posts, nails, 
nut looks, pmlloeks, switch stands and frames, switch levers and 
roils, switch locks and keys, switch lamps and other switch fix- 
tures, spikes, awit^^h houses, staples, torpedoes, tool hoii»es. whls- 
tiinfi; posts and boards, guard rails for switches, etc. 

It also includes the tools of track and gravel train men, tiand- 
cars, dump cars, scrapers ditchers, etc " 

Rails — (X)Nmtkl'CTIun. — This account embraces the first cost 
of iron and steel rails, including cost of inspecting. 

(item. — Ralls laid in sidings are merged in the cost thereof.) 




This account also re])Tesents the difference in cost I)etween 
metals of different degrees of quality or weight, according to the 
gnneral rules governing const rue ttoii. Tims, if a heavier quality 
of metal is inserted In the track In place of lighter metal at an 
added cost. or if metal of a higher ipiality is inserted at an added 
cost, construction may properly be chargeable with the differ- 
ence. 

Reversely, if ligliter or poorer metal is inserted in the track, 
construction should be credited with the difi'erenee In cost. 

Real Estate — ( "onstiiuctios. — Tills account includes the 
real property purcliased or ai'i|uired by a company for other 
than right of way. incUi<ling all expeiises coimccleil therewith. 

Land not imnici I lately coiinei^ted with a pro)>erty or essen- 
tial to it. or the handling of itstralllc: olf the line of road: oecu- 
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pied by general or other offices; land which a company has 
abandoned, or which it does not need or will not need ; property 
separate from the road and not essential to its operation. 

Right of Way— Construction. — This account includes real 
property purchased or acquired for right of way purposes, in- 
cluding legal and other expenses in connection therewith. 

The ground upon which the track is laid, including that on 
either side thereof; also grounds occupied by stations, yards, 
sidings, shops, roundhouses, water stations, fuel depots, ware- 
houses, elevators, docks, wharves, etc. ; land used in connection 
with the operation of a property or necessary to the handling 
of its traffic. 

Road Crossings and Signs— Construction.— This account 
includes the cost of material used, labor performed and expense 
incurred in the construction of public and private highway cross- 
ings, whether said crossings are made at grade or above the 
track ; also all tlie special expenditures attending the conveying 
of a highway under the track, or rendered necessary thereby. 

Expenditures on account of cattle guards should also be 
charged to this account. 

It also includes the cost of erecting gates and signs at road 
crossings, or incidental thereto. 

Rolling Stock— Construction.— This item includes the cost 
of locomotives and cars ; also the cost of improving the equipment 
of a company, such as the substitution of Westinghouse brakes 
and Miller platforms for common brakes and platforms ; also tiie 
addition of vestibules, air signals and steam heating apparatus to 
passenger cars, and automatic couplers and air brakes for freight 
cars, and similar charges, except as otherwise provided for herein. 

The value of furniture, fixtures and tools used upon rolling 
stock should be included as part of its cost — everything, in fact, 
needed to fit the locomotive or car for actual service. 

Shop Machinery and Tools— Construction.— This account 
embraces shop machinery and shop tools, including tools used in 
roundhouses. 

Sidings— Construction.— This includes the cost of ditching, 
filling, grading, ballasting, track material (including rails and 
ties), the laying of the latter; also the cost of bridges, culverts, 
cattle guards, and all expenses connected with the construction 
of sidings and the yards appertaining thereto, including tlie con- 
necting of the track with the main line. 

Stationery, Bonds, Shares and Other Forms— Construo- 
TION. — This account includes the cost of stationery, blanks, books, 
forms and similar matter necessary to equip a property ; also the 
cost of engraving and printing bonds, indentures, certificates of 
shares, scrip, checks, notes, and other obligations or evidences of 
debts used in raising or handling money for construction pur- 
poses, or that under the rules is chargeable to construotlon; also 
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payments to trustees and others for services in signing, register- 
ing, recording, etc., and for all other expenses connected with the 
things covered by this account. 

Stock Yards — Construction. — This account includes the 
cost of stock yards and the buildings, gates, fences, flooring and 
fixtures that appertain to such yards. 

Telegraph— Construction.— This account includes the cost 
of telegraph and telephone lines and cables, and all appurte- 
nances thereto belonging, including instruments and plants ; also 
any accretions or Ij^tterments that may occur, subject to the 
rules governing construction charges. 

Ties — Construction.— This account Includes the first cost of 
road, bridge, switch and other ties, including cost of inspecting 
same and amounts paid for stripping off the bark, etc. 

The same principle in regard to construction charges applies 
in this as in all other cases. Thus, if metal ties or creosoted ties 
should be substituted for others of an inferior quality at an in* 
creased cost, such increased cost would be a proper charge against 
construction. 

Tracklaying — Construction— This account includes -the 
cost of handling track material after it is unloaded on the ground 
for use, including the laying of the ties, the placing of rails there- 
on, spiking, splicing and other work attending tracklaying. 

Transportation of Material— Construction— This ac- 
count includes transportation charges on construction materiaL* 

Transportation of Men— Construction— This account em- 
braces charges for the transportation of men employed in con- 
struction work.t 

Tunnels — Construction — This account embraces the cost of 
tunnels, including the digging, boring and arching, and the brick, 
stone, cement and other material used in connection therewith, 
including draining; but it should not include track material, 
ballasting, etc. 



* It is customary to add all charges paid to other oompanlee by a 
company buvlng the material, to the price of the ffoods. " Transportailcm 
of Material '^ should, therefore, only be debited with the charges Irom ih« 
point where delivered to the company buying the same. The onitoms of 
railroads differ in regard to adding local freight charges to ooit of oono 
stniction. Upon some lines transportation is charged on all oonntnietioii 
material; on others It is charged only on material used in the oonstrue- 
tion work of new lines and extensions. The question is fully disouMed In 
another volume (" Economical Purchase, Care and Use of Material "), in 
which the practices in vogue are fully set forth and the eifeot tti«»nof 
stated. 

t The customs of railroads difllsr in regard to charging for transpor- 
tation of men engaged in construction work. Upon some lines trannor- 
tation is charged for men engaged on all oonstruotlon; on others it If 
charged only for forces employed on the oonstmction work of new Unea 
and extensions. The question is fully discussed In another volume (" Eoo- 
nomical Purchase, Care and Use of Material "). in whteh tha pra^toes in 
vogue are fully set forth and the effect thereof stated. 
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(JONTBA— Construction Earnings— What a company earns 
while its property is in course of construction and before it te 
formally opened for business, sliould l)e credited to lionRtructiou, 
If the cost of conducting the tratliu has trecn charged to con- 
struutiOB. ]t is not proper if the expense haa not tlius been 
charged. 



Details of Accountinr in (Connection with Construc- 
tion Work.— When a new line or extension is completed, the 
constmctiOD mnterial that remutne unused along sucb line, or ap- 
pertaining to it, with the transportation charges tliat have ao- 
criieil thereon, shonld lie carefully inventoried by the storekeeper 
in charge, after wtdch he should Iiivoii« the same in detail to the 
' local storekeeper assigned lo take chargeof it. Theamouutthus 
turned over sbould be credited to the account originally charf^ 




CarrlB^ In 



Construction accounts should be designated on distribution 
books and vouchers In the manner Ijestlikih toindiiat« their 
charai-ter and location, as say < onftnulloii of Itlank depot. 
Blank di vision,"' or ■■ tin hirgiug Blank coalhouse. Blank division." 
or " ExtL>n<liug platform, Blank station, Blank division," or "^ Im- 
proving depot grounds, Itlank station. Blank division," or "En- 
larging stock yards. Blank station. Blank division." In every 
case tlie designation should bo so full and clear that the character 
of the charge may be accurately understood at headquarters, in- 
elu<ling location and other details, without further research or 
inquiry'. 

A sejiarate account should be opened with each side track con- 
struct ed. 

When sidings are conptructed in (^minon with the main line, 
and the cost of each cjin not be neparately determlnnl. it will be 
understood to lie the average of the whole, nftiT taking into con- 
sideration any special cliarges that may cliaracterize the cost of 
eitber. 
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Upon old lines it would be well to keepji record of the actual 
number of lineal feet of new sidin^i^s laid and taken up each 
month, so that, at the end of the fiscal year, or whenever desired, 
an accurate report niaj'^ be rendered by the person having charge 
of such accounts, of the total number of lineal feet laid in excess 
of the number of feet taking up, or vice versa. 

An account should be opened with each locomotive or car 
constructed at a company's shops, as say, "New locomotive, 
No. 610, in course of construction.''* 

When a lot of locomotives or cars is in course of construc- 
tion at the same time, and material and labor are being expended 
in common upon them, an account should be opened with thelot, 
as say, " New box cars, Nos. 982, 984, 986, in course of construc- 
tion.*' 

When a locomotive or car is completed, written notice of the 
fact should forthwith be sent to the accounting officer, giving the 
particulars and cost corresponding witti the amount charged on 
the distribution books. 

Each construction account that it may be necessary to open 
should not only be charged with the material, labor and other 
expense directly expended upon it, but it should also be charged 
with all expenditures incident to it not otherwise provided Tor. 

A separate account should be opened with each structure in 
the following cases, viz.: for each building, bridge, culvert, 
viaduct, dock, wharf, fence, group of interlocking switches, 
piece of real estate or right of way ; for each locomotive, car, 
siding, telegraph and tunnel. 

In order to enable the accounting officer to keep himself ad- 
vised of construction work in progress, and to distinguish be- 
tween expenditures that should be charged to operating and 
those that should be charged to construction, a monthly returnf 
of all new work should be made to him ; if a new building is in 
course of construction, the fact should be stated; if it is being 
added to, improved, enlarged or rebuilt, the facts should be pre- 
cisely given. The report should give the estimated cost of the 
proposed work; if it is to replace another structure the original 
cost of such structure should be given, or, if not known, the es- 
timated cost thereof, with the name of the person making the 
estimate. If the work is an enlargement, improvement or ad- 
dition, the nature of the betterment should be stated and what 
proportion of the same (if any) should be charged to operatinji^ 
expenses. 



"* Inasmuch as rolling stock is seldom completed in the month in 
which the construction work Is begrun, the accounting officer should 
charge the expenditures monthly to a suspense account named " Boiling 
stock in course of construction," giving In detail the charges on each loC 
Upon the completion of each lot he should transfer the total expenditures 
on the same from " Rolling stock in course of construction " to ** Boiling 
stock." 

t See Form No. 47, Appendix E. 
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The greatest care is required to be exercised at all times to 
prevent charges being made to construction that belong in oper- 
ating expenses, or vice versa.* 

The classification of construction accounts, 
given in detail in the foregoing, may be reca- 
pitulated in brief, as follows: 

1. Ballasting. 

2. Block Signals. 

3. Board of Construction Force. 

4. Bridges, Culverts and Viaducts (including Masonry). 

5. Buildings, Furniture and Fixtures. 

6. Clearing and Grubbing. 

7. Construction Earnings, t 

8. Construction Supply Depots. 

9. Construction Trains. 

10. Discount. 

11. Docks and Wharves. 

12. Engineering. 

13. Exchange. 

14. Fences. 

15. Grading. 

16. Interest. 

17. Interlocking Switches. 

18. Masonry for Bridges, Culverts and Viadncti. 

19. Miscellaneous Expenses. 

20. Miscellaneous Track Material. 

21. Rails. 

22. Real Estate. 

23. Right of Way. 

24. Road Crossings and Signs. 



* In order to avoid the confusion and labor that attend the opening 
of a construction account for petty additions, enlargemeiiis or improve* 
ments, and for other reasons, no charge is made to construction upon 
inanv lines for expenditures for merely nominal sums, all s ich improve- 
ments, additions, extensions and enlargements being cliarged as an oper- 
ating account. The petty construction items that are treated in this way 
are those that are incurred subsequent to the original outlay, upon an old 
or completed line; thus, if after the lapse of a considerable period some 
slight addition, improvement, extension or enlargement is made to a 
building or other belonging of a company, it is charged as an operating 
expense. In the construction of new lines and extensions, however, 
charges are made to construction without reference to the amount. 

t This Is a credit to Construction, i. 6., it is the Earnings that aocrae dur- 
ing the construction period, the cost attending whioh ui charged to Oon- 
Btructlon. 
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25. Rolling Stock. 

26. Shop Machinery and Tools. 

27. Sidings. 

28. Stationery, Bonds, Shares, and Other Forms. 

29. Stock Yards. 

30. Telegraph. 

31. Ties. 

32. Tracklaying. 

33. Transportation of Material. 

34. Transportation of Men. 
36. Tunnels. 




Cairiage Among the Hupa Indians. 



CHAPTER X. 

OFFICIAL CLASSIFICATION OF OPERATING EXPENSES. 

The accompanying classification is the work 
of railway officers and the various railroad com- 
missions of the United States. It is OflScial. It 
took effect July 1st, 1894. It is the outgrowth 
of twenty years' agitation. The Interstate Com- 
merce Commission pledges itself that, so far as 
it is concerned, it is final. This is a great point 
gained. A poor classification is much better 
than a good one that is all the time being tink- 
ered. Changes not only prevent comparisons but 
the expense they entail is out of all proportion 
to the advantages they afford.* 

The operating expenses of a road include the cost of work- 
ing a property and maintaining the same; they embrace the 
wages of men engaged in conducting the business, including 
oost of repairs and renewals and all expenses incident to the 
operation and maintenance of a property. They should be 
divided under the subjoined heads in the order given. 

(;iiarges should be entered in the month in which they occur. 
When this is impossible, then as soon afterward as the amount 
can be ascertained. 

In the event the classification of an expenditure is not Known, 
it should be charged under an analogous head. 



* The particularity that is observed in specifying exactly what beloxupi 
under the various accounts or headings that follow is due largely to tEe 
railway commissioner from Miohie-in; the author of this book prepared lor 
him the classifiCHtion, substantially, as embodied herein. Its officdal adop- 
tion and recognition by him made its adoption general. The great amomit 
of research and labor that attended this exposition is amplv repaid by the 
uniformity of accounts that it insures, as everr storekeeper, nin^ieeper and 
official connected with the expenditures of railroads knows, by referenee to 
it, exactly where every item of expense should go in the aeooantB. 
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The utmost care should be exercised in classify! nor and appor- 
tioning expenses. If improperly done the manageaient is misled 
and the property suffers; if, on the other hand, it is accurately 
performed, it affords a reliable basis for intelligent investiga- 
tion and comparison and the correction of irregularities and 
extravaganxjes. 

The classification of expenses is as follows : 

MAINTENANCE OF WAY AND STRUCTURES. 

Repairs of Roadway — Operatino.— This account includes 
all expenditures for account of the roadbed and track (except 
cost of rails and ties), cost of loading and distributing rails and 
ties along the track, labor expended in cutting, slotting and drill- 
ing (when done by trackmen), laying rails, ties and other track 
material; sloping cuts, blasting rocks and widening embank- 
ments, gathering old rails and scrap material, repairing and 
keeping tunnels in order, clearing track of snow and ice, cutting 
and removing weeds, brush and grass from a company's right 



Carriage in the Malay Peninsula. 

of way, plowing fire guards along track ; proportion of salaries 
and expenses of civil engineers, superintendents of tracks, resi- 
dent or division engineers, their clerks, draftsmen and other 
attendants, use and repairs of instrinnents (when not chargeable 
to construction), and wages of roadinasters, their clerks, sctiou 
foremen, track laborers, track watchmen, gravelpit men, work 
train engine and trainmen, and men employed in operating 
steam shovels, scrapers and piledrivers, and ditchers while en- 
gaged in track renewals and repairs; also cost of fuel, water 
and other supplies used on work train engines and cars; and cost 
of oil, tallow and waste used on track (except oil used in switch 
lamps, which should be charged to "Station Supplies." 

It includes cost of ballast of all kinds; preparing, delivering 
and putting same into track ; also quarry, gravel and sand pit 
rights and privileges (except cost of land), fixtures, tools and 
other articles used in connection with the track, rail fastenings, 
semaphores, switch stands and fixtures, "block" and other sys- 
tems of road or track signals, interlocking plant, signals and 
Other appliances pertaining thereto; tools and implements of 
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trackmen and gravel pit men ; fuel and light, water, ice and other 
supplies used in eonneotion with the trac.k, or in section houses, 
tool houses, watch houses, work trains while engaged in main- 
tenance of roadway, etc., not otherwise provided for: riprapping, 
piling and piers (except around bridges and buildings), retaining 
walls, dykes and breakwaters made to protect track, and labor 
and materia] used in protecting river banks and keeping track 
clear in cases of freshets and washouts; cost of boarding men at 
washouts ; snow sheds and snow fences, and also the cost of filling 
trestles with earthwork (except when properly chargeable to 
construction). 

When a track is taken up, the labor expended therefor should 
be charged to this account, whether another track is laid to re- 
place it or not. 

The following is a list of the more important articles used in 
connection with repairs of roadway, viz: 



Adzes, 

Adz handles, 

Axes, 

Ax handles, 

Augers, 

Ballast, 

Bolts, 

Braces and bits, 

Brooms, 

Brush hooks, 

Bumper posts, 

Cable wire. 

Cant hooks, 

Chains, 

Chairs, 

Chisels, 

Claw bars. 

Crow bars, 

Curbing hooks. 

Dippers, 

Drawing knives. 

Drills. 

Fish or angle plates, 

Fish or angle plate bolts, 

Flags. 

Frogs, 

Gravel, 

Grindstones, 

Hammers, 

Hand trucks, 

Hatchets, 

Hoes, 



Jack levers, 

Lanterns and fixtures, 

Levels, 

Lining bars. 

Lumber, 

Nails, 

Nippers, 

Nuts, 

Nut locks. 

Oil, 

Oil cans. 

Padlocks, 

Picks, 

Pike poles. 

Pinch bars, 

Plows, 

Punches, 

Kail braces. 

Raising bars. 

Ratchet drills. 

Riprap, 

Rope, 

Saws, 

Scrap boxes, 

Scythes, 

Semaphores, 

Shovels, 

Sledges, 

Spades, 

Spikes, 

Spike mauls. 

Spot boards. 



Splices, 

Squares, 

Staples, 

Stone, 

Stone drills. 

Stoves and fixtures. 

Straightening maonines, 

Switcnes, fixtures and ap- 

purtenanoes. 
Switch ropes (when used 

in repairs of roadway), 
Tamping bars, 
Tapelines, 
Timber, 
Tongs, 
Toolboxes, 
Torpedoes used by track 

repairers. 
Track gauges. 
Track Jacks, 
Velocipedes, 
Vises, 
Washers, 
Washer irons. 
Water barrels. 
Water kegs. 
Water pails, 
Wheelbarrows, 
Whetstones, 
Wire, ' 
Wrenches, etc. 



Renewals op Rails— Operating.— This account includes 
the cost of rails, laid in main track or tracks, sidings, spurs, 
gravel and re[)air tracks; in tunnels, depots, shop and other 
yards, shops and other huildings; on turntables, piers, wharves, 
track scales, inclines, bridges, trestles and culverts; to and from 
coal chutes, coal pockets, fuel or water stations, etc., less the 
value of the old rails taken up ; also the cost of inspection and 
transportation. Cost of guard rails should be charged to this 
account. 
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Renewals df Ties — Operating.— This account includes the 
cost of cross and switch ties laid in main track or tracks, sidings, 
spurs, gravel and repair tracks ; in tunnels, depots, shop and 
other yards, shops and other buildings, etc. ; on turntables, piers, 
wharves, track scales, inclines, bridges, trestles and culverts; to 
and from coal chutes, coal pockets, fuel or water stations, etc.; 
also the cost of inspection and transportation. 

Repairs and Renewals of Brid(;es and Culverts — 
Operating. — This account includes all expenditures for account 
of repairs and renewals of bridges, trestles and culverts, both 
substructure and superstructure ; expenses of locomotives, work 
trains, pile drivers, etc., while engaged in making such repairs; 
cost of repairs and renewals of piers, abutments, retaining walls, 
drain pipes, riprapping, dykes, etc., necessary to protect or 
strengthen bridges and culverts against ice, water, etc.; and the 
cost of cleaning the channel under bridges and culverts. 

It includes also the wages of supervisor of bridges, expenses of 
his office, bridge foremen, bridge watchmen, bridge tenders, etc. ; 
supplies used in operation of bridges, such as brooms, lanterns, 
oil, oil cans, pails, tallow, waste, water barrels, etc.; and fuel for 
stationary engines at drawbridges. The cost of removing old 
bridges preparatory to the construction of new and the cost of 
temporary or false work used in repairs or renewals of bridges 
and culverts are chargeable to this account. 

The following are the principal classes of structures coming 
under this account, viz. : 

Bridges. — Steel, iron, wood (Howe truss, combination, trestle 
or pile). 

Culverts. — Stone or brick arch; iron; earthenware, iron, or 
ordinary piping; open culvert. 

The following is a list of the more important articles of mate- 
rial used in connection with bridges and culverts, viz. : 

Bolts, Iron thimbles. Riprap, 

Brick, Iron rods, Sand, 

Cables (iron and hemp), Lag screws, Spikes, 

Castings, Lime, Stone, 

Cement, Lumber, Timber, 

Dowels, Nails, Wood screws. 

Iron, Nuts. Wrought washen, etc. 

Iron braces. Paints, 

Iron hangers. Piles, 

Repairs and Renewals op Fences, Road Cbossinos, Signs 
AND Cattle Guards— Operating. — This account includes idl 
expenditures for account of repairs and renewals of right of way 
fences, street railway and road crossings, overhead bridges, road- 
ways running under track, viaducts (foot and wagon), crossing 
drains, all signs (except station signs), whistle posts, slow boards, 
stop boards, mile posts, etc.; crossing gates, cattle guards, hedges, 
street repairs or sewers for which a company may be assessed 
or become responsible (excepting crossings within the limits of 

16 



242 SCIENCE OF BAIL WA TS; 

station and shop i;rotindB, which are chargeable to "RepMrs and 
renewals of buildings and lixtures"), and tools used by em- 
ployes in making such repairs and renewals, 

Bepairs and Rknewals or Buildings and Fixtukbs — Opee- 
ATiNG. — This aouount Includes all expenditures for account of 
repairs and renewals of alt buildings ueed in connection with the 
Operation of a road. 

It includes wages or proportion of wages of the officer in 
charge of repairs of buildings, expenses of his office, cost of exca- 
vation, foundations, drainage, water, gas and sewer pipes, and 
stationary fixtures appertaining thereto; heating and lighting 
plant, apparatus and fixtures; fences around station grounds, 
stock and fuel yards, shops and other buildings; cisterns and 
wells for station and other buildings; grading, sewerage, laying 
out and improving grounds around stations, shops and other 
buildings, paving yards adjacent to buildings, street paving and 







repairs for which a company may be assessed, when such re- 
pairs are on streets adjaJient to stations, shops and other build- 
ings (otherwise such repairs should be charged to "Repairs and 
renewals of fences, road crossings, signs and cattle guards"); 
also the expense of removing ol<f buildings, preparatory to tbe 
construction of new. 

The following Is a list of the structures referred to above: 

Express buil<lings, Oil houses and tanks, 



B^^dfn/tous'; 



8 lor 1 



Fuel h< 



n bnlldinsB, 



Becuon houses. 
^ eiciaded Utm Freight 
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Shops of all kinds, Stationary engine houses, Telegraph offices, 

Shop and station Station houses (passenger Turntables, 

grounds and vards and freight), Warehouses, 

fdraining, filling, etc.)t Stock pens, Watchhouses, 

Sidewalks, Storehouses, Water stations, 

Stables, Switch houses, 

The expense of repairs and renewals of furniture and fixtures 
used in buildings induded under this head, not otherwise pro- 
vided for herein, should also be charged to this account. Some 
of the more important of these items are as follows : 

Awnings, Ice boxes, Settees, 

Carpets, Lighting fixtures. Shelving and other 

Chairs, Looking glasses, fixtures. 

Clocks, Mats. Signs at stations, 

Coal boxes, Matting, Stationary engines, 

Counters, Office railings. Stoves and stove fumi- 

Cranes (steam, hand Pigeon hole cases, ture, 

and mail), Racks, Tables, 

Curtains, Safes, Ticket cases, etc. 

Derricks, Scales (track, warehouse 
Desks, and platform). 

Expenditures for the following items, when used in repairs or 
renewals of water stations, should be charged to this account, 
viz: 

Boilers and machinery for pumping engines, cisterns, hydrants, pipe 
lines, pipes, ponds, pumping engines, pump fixtures, pumps, springs, tanks, 
towers, tubs, wells, windmills, etc. ; also the expenses of protecting pipes 
and of prospecting for water supply. 

Expenditures for the following items when used in repairs or 
renewals of buildings used for fuel bouses or sheds should be 
charged to this account, viz : 

Chutes, coal bins, coal buckets, cranes, derricks, pockets, screens, wood 
racks, etc.; also dumping, hoisting and other machinery, and the necessary 
tools in connection tnerewith. 

Repairs and Renewals op Docks and Wharves— Oper- 
ating.— This account includes all expenditures for account of 
repairs and renewals of docks, wharves, piers and inclines 
thereto, jetties, etc., and of repainting the same; also the expense 
of operating pile drivers, tugs, barges, floats, dredges, mud 
scows, etc., while engaged in making such repairs, and in dredg- 
ing to preserve proper depth of water. 

Repairs and Renewals of Telegraph— Operating.— 
This account includes all expenditures for account of repairs 
and renewals of the telegraph and telephone lines owned by a 
company, or for which it is responsible, including poles, wire, 
insulators, instruments, battery jars, switch boards and appur- 
tenances, telegraph signs, telegraph tables, climbers, and all 
other appurtenances in connection therewith forming a part of 
the plant; also the wages of employes engaged in keephig the 
line in working condition, the cost of their tools, and proportion 
of the salary and expenses of superintendent and assistant 
superintendent of telegraph, clerks, and expenses of their offices. 
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Stationery and Printing — OPERATiNa.— This account in- 
cludes all expenditures for stationery, stationery supplies and 
printing, including books, blank forms, etc., used in connection 
with " Maintenance of way and structures/' 

Other Exi'enses— Operating. — This account includes inci- 
dental expenditures only ; that is to say, such expenditures in 
connection with the ''Maintenance of way and structures" as 
are not properly chargeable to any of the foregoing accounts. 

MAINTENANCE OF EQUIPMENT. 

Superintendence — Operating. — This account includes the 
salaries and expenses of the superintendents of motive power 
and car departments, auditor of motive power and machinery, 
master mechanics, master car builders, general foremen and 
their clerks, and attendants; also incidental expenses of their 
offices, such as fuel, light, etc. 

Repairs and Renewals of Locomotives— Operating.— 
This account includes all expenditures for account of repairs and 
renewals of locomotives, tenders, snowplows (when attached to 
locomotives), and furniture, loose and movable tools and supplies 
used in connection therewith. 

It also includes the cost of locomotives, tenders and appur- 
tenances thereunto belonging, built or purchased to make good 
the original number charged to construction or equipment, in- 
cluding royalties for patents, steam and other power brakes and 
brake fixtures, less the value of old material, insurance or repay- 
ments from other roads. 

The following is a list of the more important articles used in 
connection with repairs and renewals of locomotives, viz: 



Air brakes, 

Air brake fixtures, 

Arch pipes, 

Arm rests, 

Ash hoes, 

Ash pans, 

Ash pan rods. 

Bar (buggy). 

Bar (pinch). 

Bar (plugging), 

Bar (slash), 

Bells, 

Bell bases, 

Bell cords. 

Bell cord hangers. 

Bell yokes, 

Blower cocks. 

Blower pipes. 

Blow ofr cocks. 

Boilers, 

Bumpers, 

Bumper blocks. 

Bumper sheets, 

Brakes, 

Brake shoes. 

Branch pipes, 



Brasses, ' 
Brooms, 

Gab angle irons, 
Cab brackets. 
Cab curtains. 
Cab cushions, 
Gab fronts. 
Cab handles, 
Cab lamps, 
Center castings. 
Center pins, 
Ohafe irons. 
Check castings, 
Check chambers. 
Check valves, 
Clocks, 
Coal grates. 
Counter balances, 
Coupling bars, 
Crank pins, 
Cross heads, 
Cross head pins. 
Crown bars, 
Crown bar braces. 
Crown sheets, 
Cylinders, 



Cylinder caslngi. 
Cylinder oooks, 
Cylinder cook rodi, 
Cylinder heads, 
Cylinder ringn, 
Dampers, 
Damper nandlds* 
Decks, 
Domes, 
Dome casings, 
Dome covers. 
Drag irons. 
Drag pins. 
Drawbars, 
Drawbar castings. 
Driving axles, 
Driving boxes, 
Driving box brasses, 
Driving box collars. 
Driving box wedges. 
Driving wheels. 
Dry pipes, 
Eccen&ios, 
Eccentric rods, 
Eccentric straps, 
Equalizing leven, 
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Equalisiiiff ipiiDgg, 
Exhaust inpes. 
Expansion clampe, 
Extension front ends, 
Feed pipes. 
Feed pipe cocks. 
Feed pipe hangers. 
Feed pipe hoee. 
Feed pipe shaft. 
Fire boxes. 
Fire box doors, 
Fire box grates, 
Fire bricks. 
Fire pumps, 
FlagsUi^ 
Flues. 
Flue sheets. 
Footboards, 
Frames, 
Frame braces, 
Front ends, 
Front end doors, 
Front end rinn. 
Front end timber. 
Gaskets, 
Gauge cocks, 
Gibs, 
Glands, 
Glass gauges. 
Gongs, 
Goose necks, 
Grate bars, 
(.irate shakers. 
Guide bars, 
Guide blocks, 
Guide braces. 
Guide yokes, 
Hammers (hard and 

copper), 
Hand hole plates, 
Hand rails. 
Hand rail i)edestals, 
Headlights, 
Headlight brackets, 
Headlight fixtures, 
Headlight pedestals, 
Heater cocks, 
Heater pipes, 
Hose, 

Hose jackets, 
Hose reels, 
Injectors, 
Injector nozzles. 
Inclines, 
Jacket bands, 
Jacket lagging, 
Jacks, 
Jack screws. 



King pins. 

Lamps (steam and water 
gauge). 

Lazy cocks, 

Levers. 

Link blocks, 

Link lifters. 

Lubricators, 

Oak packing. 

Oil can stands. 

Oil cups, 

Oil house cups and 
brasses. 

Oil pipes. 

Packing hooks. 

Packing iron, 

Packing rings, 

Pet cocks. 

Pet cock rods. 

Petticoats, 

Petticoat pipes, 

Pilots. 

Pilot braces. 

Pilot draw castings, 

Piston follower heads, 

Piston heads, 

Piston packing pumps, 

Piston rods. 

Pokers, 

Pump barrels. 

Pump cages. 

Pump chaml>ers Uop 
and bottom). 

Pump plungers. 

Pump valves, 

Quadrants, 

Quadrant stands, 

Reach rods, 

Reverse latches. 

Reverse levers. 

Rocker arms. 

Rocker boxes. 

Rods (main and con- 
necting), 

Rod keys. 

Rod straps. 

Running boards, 

Running board braces, 

Safety beams and 
castings. 

Safety chains, 

Safety hooks. 

Safety levers, 

Safety valves. 

Sand boxes. 

Sand box bases, 

Sand box casings. 

Sand box covers. 



Sand box piMt, 

Sand box roos. 

Seat boxes. 

Sledges, 

Slide valves. 

Slide valve roda. 

Slide valve yokes, 

Smoke arches. 

Smoke arch braeea. 

Smoke arch rings. 

Smokestacks, 

Smokestack bases. 

Smokestack cones. 

Springs. 

Spring balances. 

Spring haneers, 

Spring saddles. 

Stay boltH, 

Steam brakes. 

Steam chests. 

Steam chest covers. 

Steam chest hangers, 

steam gauges. 

Stop cocks, 

Stutling l>oxes, 

Swing bolsters. 

Tee heads, 

Tenders, 

Tender brake hangers. 

Tender brake hanger 
boxes. 

Tender brake shoes. 

Tender brake wheels. 

Tender cocks and rods, 

Tender frames, 

Tender wheels and axles. 

Throttle levers, 

Throttle pii>es. 

Throttle valves. 

Tires, 

T(M>1 boxes, 

Torches, 

Trucks, 

Truck axles, 

Truck boxes. 

Truck braces, 

Truck cellars, 

Truck jaws, 

Truck wheels, 

Tumbling shafts, 

Water gauge cooks, 

Wheel guards. 

Whistles, 

Wire netting. 

Wrenches (common.pack- 
ing, air brake, spanner, 
rod, set screw, eccentric 
and injector), etc. 



Repairs and Renewals of Passenger Oars— Operating. 
— This account includes all expenditures for account of repairs 
and renewals of passenger cars of all classes, indudin/a^ wood- 
work, axles, brake fixtures, brakes (hand, air and otlier), I)ra8se8, 
buff'et fittings, fixtures and appurtenances, heating and light ai>- 
paratus, links and pins, oil boxes, springs, trucks, wheels, win- 
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dowB, window flxtnree, repainting and other expenditures of a 
lilie nature; also proportion of wages of car inspectors and cost 
of tools used in lubricating and inspecting cars at stations and 

elsewliere; proportionate coat of tools used by uar repairers at 
repair stations for nialcing liglit repairs, s^iuli as jacksorews, 
sledges, wren clies and other expenditures of alike nature; also 
repairs made to cars of other lines for damage.or payments made 
for their cars wrecked or destroyed on a line; furniture and 
fixtures of passenger cars built or purchased to make good the 
original number of cars eliarged to construction or equipment; 
ami also the cost of passenger cars replacing those worn out or 
destroyed, less the value of old material, insurance or repay- 
ments from other roads. 

Passenger cars may be classifted as (ollowe, viz: 




BAsga^i 



Carriage in Tlcino. 



Mull, 



- _ .. „„-„-„ Parlor (drawing roc 

DlDlDg. PaaBenger (aU elSBE 

E I press, Pa^, 

The following is a list of the more 
senger car furniture and fixtures, viz: 
CuBpldore, 



angers, 



Ico boie 



Coal hods. 



mp flxturee, 



important articles of pas- 
Matting, 

RbcIeb, 

Seats, 

Bloves 

etove furniture, 

TollolB, 



P , Water tanka, 

CDBhlons, Linoleum, Wlnilow eiturea.eto. 

Rkpairs and Renewals op FnEir.iiT Uaiis — Operating.— 
Thisaeuount iiiduitcR alleKpenditiire:^ for account of repairs and 
renewals of freight cars of alt classes, including woodwork, 
axles, brake fixtures, brakes (baud, air and otber), brasses. 
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double decking cars for stock, grain doors, links and pins, oil 
boxes, springs, trucks, wheels, repainting and renuml)ering; pro- 
portion of wages of car inspectors and cost of tools used in 
lubricating and inspecting cars at stations and elsewliere; pro- 
portion of cost of tools used by car rei)airers at repair stations 
for making light repairs, such as jackscrews, sledges and 
wrenches, and other expenditures of a like nature; repairs to 
cars of other lines for damages, or payments made for their cars 
wrecked or destroyed on the line; furniture and fixtures for 
cabooses; and tlie cost of freight cars replacing those lost, worn 
out or destroyed, less the value of old material, insurance or re- 
payments from other roads. It also includes all expenditures 
for repairs and renewals of loose or movable furniture and 
fixtures ])elonging to ca]>oose cars. 

Freight cars may be classsified as follows, viz. : 

Box, Fruit. Refrigerator, 

Caboose, Furniture, 8tock Uncludiug palace), 

Coal, Oil, Water and tank (when 

Dump (commercial, coal Ore, used as commercial 

or stone), Platform, cars). 

Repaiks and Renewals of Work Cars — Operatincj. — 
This account includes all expenditures for account of repairs and 
renewals of work or service cars; repairs and renewals of wood- 
work, repainting, axles, brakes (hand, air and other), and other 
fixtures, brasses, heating and lighting apparatus, links and pins, 
oil boxes, springs, trucks, wheels, windows, window fixtures, and 
other expenditures of a like nature; repairs of commercial cars 
when assigned to and in service of "Maintenance of way and 
structures" department, including cost of changes made in such 
cars to fit them for this service; and the expense of refitting 
them for commercial service. 

Work and service cars may be classified as follows, viz. : 

Boarding, Iron shovels. Rail saw, 

Bridge, Painters, Snowplows (when not at- 

Derrick, Pile driver, tacned to locomotives), 

Ditching, Plow and scraper, Steam shovels. 

Dump, Push, Tool, 

Gravel, Other work cars. Water, 

Hand, Outfit, Wrecking. 

Repairs and Renewals op Marine Equipment — Oper- 
ATIN(J. — This account should include all material and labor neces- 
sary to maintain marine or fioating equipment in efficient work- 
ing order, including: repairing (both ordinary and that made 
necessary by wrecks or accident), hull, deck, cabins, masts, rig- 
ging, sails, and other parts of steamships, steamboats, ferryboats, 
transfer boats, vessels, tugs, barges, car, and other fioats, scows, 
etc.; also for repairing boilers and engines, wood founclations, 
bearings for machinery, wheels, rudders, shafts, steering gear, 
ventilators, electric plants, steam and hot water heating fixtures 
and appurtenances, and royalties paid for use of patents on im- 
proved machinery, raising sunken boats, etc 
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The foUowlng Is a. list of the principal it 
fixtures used in repair and renew ' 



Block and tackle, 

Chiflra,' 
Charta. 
Clocks, 

Copjine presses, 

DeskB, 

Engine lurniahlngi. 

Fire eztinguietien, 



Uatcheta, 
Life preBervers, 



Scrapen, 



I and irtove laml- 




Cftrrlage In Pi 



Bkpairs and Rkkf.wai^ ok Shop MAOiiiNKiiY and Tix>ia* 
— Oi'EiiATiNi!. — Tlil« aiu,'oiiiit alioiik) inolnile all expemlltiirea for 
ouooitiit of renewal, rei)airH!iiid iniiititenance otlioilcre, etatiOD- 
ary entities, Rt^nlfolilH, HtiafliMj;, iHtltiiif;, am) other nppliatiues for 
ru'iniiiiK t[ia('liinery; fnrnaeeB,[oreet),niid all mui^liliiery ii) car 
and locomotive shops, and all tools an<l I1i:tiiri« used in con- 
nection therewith ; and oil, tallow ami waxtc used iu hibriuaitinf; 
and cleaning tools and inacliiuer^.f 

• This accnu 






ie, shonlil be ciiarj!ed I 



led on tools and mac 
t Small band tools 
iiBons in charge of 
yefilcl l)j;_lhelr Ut»; ami wajirs ui ii»oe|ii:n., I'leaiiv 

tjoiler, copjwr, sheet* ron, tin, smith, par. carpenter, 

pnint, pattern and other shope, fuel for forges and other atinlogouA Items, 



and abuu 



■houid lie apportioned between the diOi 
coant of each. 
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Stationery and Printing — Operating.— This account in- 
cludes all expenditures for stationery, stationery supplies and 
printing, including books, blank forms, etc., used in connection 
witii "Maintenance of equipment." 

Other Expenses — Operating. — This account includes all ex- 
penditures for account of gas, torches and lamps used in machin- 
ery department, shops ana offices, and the oil and material for 
the same ; proportion of labor and material for the proper oi>era- 
tion and repair of electric lights used in connection with other 
departments; cost of fuel used in heating shops, offices and sta- 
tionary boilers in machinery department (other fuel used in 
shops being charged into the cost of manufactured material); 
wages paid watchmen engaged in watching machinery depart- 
ment shops; and all '^Maintenance of equipment" expenses 
which can not be properly classed under any of the foregoing 
heads. 

CONDUCTING TRANSPORTATION. 

Superintendence— Operating.— This account includes all 
expenditures for account of salaries and expenses of gen- 
eral superintendents (when engaged exclusively in the opera- 
ting department), assistant general superintendents, division 
superintendents, assistant superintendents, superintendents of 
transportation, masters of transportation, superintendents of 
car service, car accountants, train masters, traffic managers, 
assistant traffic managers, general freight agents, assistant 
general freight agents, general passenger agents, assistant gen- 
eral passenger agents, general ticket agents, assistant general 
ticket agents, general baggage agents, superintendents of ex- 
press, or other officers engaged exclusively in the transpor- 
tation department, their clerks, porters and attendants; also 
incidental expenses of their offices, such as heating, lighting, 
ice, water, rent, express charges, etc., provisions and other ex- 
penses of special cars when in use by such officers. 

Engine and Roundhouse Men* — Operating. — This account 
includes wages of all engineers and firemen while engaged in 
running locomotives (except as otherwise directed herein), also 
the wages of callers, watchmen and employes engaged in wiping, 
cleaning, firing up, dumping, boiler washing, cleaning fire boxes, 
watching and dispatching locomotives, and all other roundhouse 
employes, such as smokestack inspectors, roundhouse cleaners, 
clinker pit cleaners, clinker dumpers, operators of turntables, etc. 

Fuel for IjOCOmotives— Operating.— This account includes 
the cost of fuel consumed by locomotives engaged in traffic and 
switching service, including freight charges on same and the 



*This account may, if thoueht desirable, be BUbdivlded under the follow- 
ing heads: "Engineers and firemen," "Wipers and dlBpatchers," **0ther 
roundhouse laborers." 
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wages of fuel Agents, their clerks and employes engaged In 
liaiitUiug an J accounting tor tlie same; also tools, siicb us 
wlieel barrows, shovels, picks, brooms, axes, saws, forks, oil cons, 
stoves and lamps; also coat and wood for heating, oil, tallow, 
etc., for liglittng fuel statioiis. 

Watkk Sui'I'Ly t-OR I,oc(iMOTiVES — Operatino.— TbiB ac- 
count includes the cost of wiiter funiisheil locomotives engaged 
in traffic and switching service, including the cost of labor and 
material require<1 in operating, lieatiDg and lighting water sta- 
tions; oil, waste and other supplies tor operating pumping ma- 
chinery; tools, etc. (when not chargeable to "Repairs of liuild- 
Ings and fixtures"), and amounts paid to other companies for 
water furnished to locomotives, water rights and privileges. 

Oil, Talj.dw and Wastk i.x>r I-i)C()motivks— Opf,r.vting,— 
This acuount includes the cost of oil, tallow, waste, wool, grease, 
rag.%et(^, used in lighting, cleaning and lubricating locomotives 
engaged in traffic and switching service. 




Carriage In Malay. 

Other SiiPn.iES fob T.<K!Omotives— Operating.— This ac- 
count includes the cost of furniture, tools and other movable 
articles and supplies required to (ully equip locomotives engaged 
in traffic and switching service, such as t^liisels, files, lampblack, 
packing material, sand, soap and switch ke^s; also axes, brooms, 
bruslieH, crowbars, flags, frogs, hatchets, jacks, lantern globes, 
lanterns, links and pins, matches, metal and other polishes, oil 
cans, picks, scoops, shovels, shimtlng poles, switch chains, switch 
ropes, tallow buckets, tin boxes for flags, torpedoes, water huck- 

TitAiN Servick'— Opera TiNO.— This account includes the 
wages ot (■onilnctors, train agents, ticket collectors, baggagemen. 
Iirakenicn. train porters (not on private cars), water carriers and 
otiier trainmen. 

■This account Tna;. tf thouRtit deBlntble. he i 
Inff hpHflii: " E'riHnpnB,*r iN^niliirtnifl.*' '^ PaH§en|74 
" Frelgbt bi 
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Train Supplies and Expenses*— Operatinc;.— This account 
includes all expenditures for account of heating and lighting 
cars, including the cost of supplying or pumping gas into cars, 
and oil and wicking for lanterns of trainmen; uniforms and 
badges for trainmen when paid by a company, laundry work 
for cars, icing refrigerator cars, etc.; miscellaneous supplies fur- 
nished to cars for the purpose of protection against accidents and 
fires, and for keeping the cars clean ; bedding for stock cars and 
wages of car cleaners; provisions and supplies for snowbound 
trains or trains delayed by washouts, trackage paid to other roads 
during washouts, transfer of passengers on account of defective 
track or bridges; also oil, tallow, waste, wool, grease, sulphur, 
sponges, rags, packing hooks and irons, dope buckets and other 
supplies used in cleaning and lubricating cars. 

It also includes siW expenditures for miscellaneous supplies 
furnished trains necessary to fully equip them for service. The 
following is a list of the more important train supplies, viz. : 

Axes, Hatchets, Shovels, 

Bell cords, Ice, Sledges, 

Brooms, Jacks, Soap, 

Brushes, Jackscrews, Straw and sawdust, 

Bull's-eyes, Lanterns, Switch chains, 

Candles, Lantern fixtures, Switch ropes, 

(Chains, Matches, Tallow buckets. 

Cold chisels, Oil cans. Torpedoes, 

Conductors' punches, Packing hooks. Train tool boxes. 

Fire buckets, Pails, Water buckets. 

Flags, Puncnes, Wrenches, etc. 

Frogs, Saws, 

Hammers, Scoops, 

Switchmen, Fi^gmen and WATCHMENf— Operating.— This 
account includes the wages of yardmasters and clerks, yard fore- 
men, yard switchmen, switch tenders, callers, watchmen and de- 
tectives, station policemen, signalman, crossing gate keepers, 
crossing flagmen and track flagmen (when the service is per- 
formed in connection with "Conducting transportation"). 

Ti:le(;rapii Expenses — Operatincj. — This account includes 
all expenditures for account of operation of telegraph and tele- 
phones, such as rent paid for use of telegraph and telephone 
lines; salaries of train dispatchers, clerks, telegraph operators 
and messengers ; cost of chemicals, copper, zinc49 and other sup- 
plies for charging batteries; fuel, light and other supplies for 
telegraph offices, and proportion of salaries and expenditures of 
superintendent and assistant superintendent of telegraph, their 
clerks and attendants, and miscellaneous supplies and expenses of 
their ofllces. 



*This account may, if thought desirable, be subdivided under the follow- 
ing heads: "Passenger train supplies," "Freight train supplies," "Oil. waste 
and tallow used on passenger oars," "Oil, waste and tallow used on freight 



cars." 



tThls account may, if thought desirable, be subdivided under the follow- 
ing heads: ••Switchmen," "Flagmen," * Watchmen." 
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When an employe connet.'ted with the telegragh service bJbo 
acts as station agent, clerk or in any ottier capacity, an appoi^ 
tionmeiitof his wages should tremade to these and other accounts 
on the basis of service rendered. 

Station SioRViCE* — Opekatinr. — This account includes sala- 
ries of freiglit and ticket agents in charge of stations, assistant 
agents, depot or station masters, assistant depot or station mas- 
ters, station passerifrcr agents, station baggage agents, assistant 
station baggage agents, and other officials occupying analogous 
positions ; wi^s ot cashiers, clerks, collectors, ticket esaminers, 
ticket CO llei! tors and ushers, station foremen, baggagemen, station 
gatemen. employes in package and p/ircel rooms, men attending 
electric lights, janitors, port«rs, warehousemen, freight house 
foremen, freight cullers, tallymen, dellverymen, car sealers, weigh- 
masters, truckmen and other ial>orers, teamsters, messengera, 




igein Holland. 



scalemen, coopers, cleaners, cnginemen for stationary engines 
used for heating and lighting purposes; also employes engaged 
in carrying and weighing mail, loading, unloading, bedding, feed- 
ing and watering stock; labor at stock pens, |>ayment6 for trans- 
ferring freight by contract or otherwise, and other analogous 
expenses. 

Station SnrPLTEB — Operating.— This account includes all 
expenditures for account of henting an<1 lighting depots, waiting 
rooms, freight and passenger olllces. and other station buildings: 
supplies used for station and yard signals, switches, etc., and 
supplies anil implements for handling freight: payments for 
water, sprinkling about »tationfi, imiforms and badges for em- 
ployes when paid for by a company; drayage, horses, feeding 

, lie Eubciivlded under IhB follow- 
" i«borera at sMtiooB." 
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and shoeing horses, bedtlinp^, feed and water for stock at stock 
pens; preiniuiii on bonds of agents and otlier station employes, 
when paid by a company, and otlier analo^^ous items. 

The following is a list of the more important articles included 
under station supplies, viz. : 



Axes, 

Baggage checks, 

Baggage crates, 

Baggage trucks, 

Brooms, 

Brushes, 

Bulletin boards. 

Candles. 

Car seals, 

('hairs, 

Chair cushions, 

f^ialk, 

Check boxes. 

Coal hods. 

Cold Chisels, 

Copying presses. 

Counter brushes, 

Counter scales, 

Cups, 

Cupboard catches, 

Curtains, 

Cuspidors, 

Date stamps (ofSce), 

Dippers, 

Dusters, 

Electric lights. 

Electric light supplies, 

Extinguishers (hand), 

Files (document). 

Fire buckets, 

Flags 

Freight trucks. 

Gas, 



Hammers, 

Hatchets, 

Harness, 

Hooks, 

Hose, 

Hose couplings. 

Ice, 

Ice chests, 

Ice tongs, 

Keys, 

Lamps, 

Lampblack, 

Lamp fittings. 

Lamp supplies. 

Lanterns, 

Lantern fittings, 

Letter boxes, 

Ijocks, 

Looking glasses. 

Mail bags; 

Marking brushes. 

Marking pots. 

Marline, 

Mats, 

Matches, 

Measures, 

Nails, 

Newspapers, 

Oil, 

Oil cans, 

Pails, 

Platform trucks. 

Reflectors, 



Rubber hose, 

Uaws, 

Scoops, 

Scrubbing brushes, 

Shovels, 

Skids, 

Sledges, 

Soap, 

Spades, 

Sponges, 

Sprinkling cans. 

Stools, 

Stove black. 

Switch chains and ropes. 

Switch keys. 

Tacks, 

Tarpaulins, 

Ticket stamps. 

Tongs, 

Torpedoes, 

Towels, 

Twine, 

Wagons, 

Warehouse trucks, 

Wash basins. 

Waste, 

Water barrels, 

Water bowls. 

Water cans. 

Water coolers, 

Water pails. 

Wheelbarrows, 

Wrenches, etc. 



SwiTCinNd Charges — Balance— Operating.— This account 
represents the net balance paid to other companies for switching 
cars or locomotives. 

Car Mileage— Balance * — Operating — This account rep- 
resents the net balance paid to other companies, firms or indi- 
viduals for use of cars interchanged on a mileage basis. 

Hire of Equipment— Operating. — This account includes all 
payments made for use of equipment other than that accounted 
for under account " Car mileage — Balance." 

Loss AND Damage t — Operating. — This account inclujdes 
charges for loss, damage, delays or destruction of freight, par- 
cels, express matter, baggage and other property entrusted for 



*This account may, if thought desirable, be subdivided under the follow- 
ing heads: '* Mileage of passenger cars— balance," ** Mileage of freight cars— 
balance." 

t This account may, if thought desirable, be subdivided under the follow- 
ing heads: " Damage aud loss of freight i^nd ba^ga^e/' ** Pftmage to prop- 
erty and cattle." 
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tnuisportation (including live stock rei^lved for shipment), and 
all expenses directly incident thereto; inist of rei^cking and 
boxing (litmaged freight and baggage, feed lor delayed stock (ex- 
cept when delayed in wrecks), etc ; wages and expenses of em- 
ployes engaged either as adjusters or otherwise, and paymentB 
for the deteutlon of thieves; charges for damages to or (festruc- 
tion of crops, buildings, lands, fences, vehicles or any property 
other than that entrusted for transportation, whether occasioned 
by Are, collision, overflow or otherwise; also expenditures for 
account of cattle and other live stock killed or injured by loco- 
motives or trains while crossing or trespassing on the right of 
way, removing and burying the same; also wages and expenses 
of employes while engaged as witnesses in case of suits. 

Injuries to PKiiSONS— Oi'eratinh.— This account includes all 
chargeson account of persons killed or iujured.such as gratuities 
and compensation paid to injured or disabled persous.thelr guar- 
diane,heirs,relativesand attorneys; salaries and expenses of chief 
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surgeons, assistant surgeons, division surgeons, attendants, etc.; 
fees and expenses of doctors, corouers,undertakers, witnesses and 
others (except lawyers' fees and court expenses) ; nursing and 
hospital attendance, medical and surgical supplies, fimeral ex- 
penses, railroad fares when sending injured persons home or 
elsewhere, and expenses of attendant wli en necessary; payments 
made for ejectment from trains, bills for board, wages and ex- 
penses of employes engaged as witnesses or otherwise ; also wages 
and expenses of others occupied in connection with the adjusts 
ment of claims coming under this head. 

Oi.EAKiNQ Wrecks — Oe'erating, — This account includes all 
expenditures for account of clearing wrecks, cost of labor and 
material required to replace wrecked equipment upon the track, 
and the attendant expensesof wrecking trains and wrecking tools 
used in connection Uierewith; building temporary track around 
wrecks, reloading or transferring freight, baggage, mail, etc.; 
provisions, board, etc, for men clearing up or watching at wrecks, 
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meals or board for passeu^ers delayed on account of wrecks, feed 
for stock delayed in wrecks, and other analogous expenses. 

Operating Marine Equipment — Operating. — This account 
includes all expenditures for account of the operation of steam- 
ships, steamboats, vessels, ferry boats, transfer boats, tugs, barges, 
car and other floats, scows, etc. (excepting boats while in use 
on construction work), such as fuel and supplies therefor, 
wages of officers, crews and all other employes rendering service 
on marine or floating equipment; dockage when not loading or 
discharging cargoes, canal lock and basin dues, rental of boats, 
labor pumping out boats laid up, cost of transferring cargoes in 
case of accident, steamboat inspection, license, customs dues, 
health inspection, clearance dues, payments for towage, lighterage, 
etc., and any other miscellaneous expenses of a similar nature 
not properly chargeable to "' Repairs and renewals of marine 
equipment." 

The following is a list of the principal items of supplies 
chargeable to marine or floating equipment, viz. : 

Axes, 
Bed linen, 
Binnacle lamps. 
Commissary supplies. 
Cooking utensils, 
Flags, 

Grease, . , 

Handspilses and other 

tools, 
Hose, 

This account includes, also, all expenses for account of mis- 
cellaneous service, supplies and expenses in connection with the 
operation of wharves and docks, such as wages of port captains, 
port stewards, agents, their clerks and attendants, baggage 
agents, check clerks, porters, coopers, warehousemen, laborers, 
watchmen, longshoremen, roustabouts, and other labor at 
wharves and docks engaged in handling freight, operating steam 
or other power for handling freight, etc., payments for the use 
of power (not furnished by a company) in loading and dis- 
charging cargoes, and all expenditures incident to lighting and 
heating in connection with the operation of wharves and docks. 

The following is a list of the principal items used in connec- 
tion with the operation of wharves and docks, viz. : 



Ice, 






Stores, 


T<amps, 




" 


Tablecloths, 


Laundry, 






Tableware, 


Oil, 






Tallow, 


Planks, 






Trucks, 


Provisions, 






Waste; 


Rags, etc., 
and lubr 


for lighting 


Water, 


icating 


pur- 


Wool, etc. 


poses. 








Shovels, 









Axes, 

Block and tackle. 

Brooms, 

Brushes, 

Bulletin boards. 

Chalk, 

Clocks, 

Coal hods. 

Cold chisels. 

Coopers* tools. 

Crowbars, 

Electric lights, 

17 



Fire apparatus, 

Fire buckets. 

Freight hooks, 

Gas, 

Hammers, 

Hatchets, 

Hose, 

Hose couplings. 

Ice, 

Ice chests. 

Ice Tongs, 

Lamps, 



Lantehis, 

Marline, 

Marking brushes. 

Marking pots, 

Matches, 

Measures, 

Nails, 

OU, 

Oil cans. 

Pails, 

Ropes, 

Salt, 
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ShovelB, Taclu, Water bsirels. 

Skldi, Tarpaulina, Water eann, 

Sledgeg, Towele, Water coolers, 

Soap, TruotB, Wheelbarrowg, ete. 
Spades, Twine, 

Advertising — Operating.— 'I'his account iiiijlmles salariea 
and expenses of traveling pitsseu^r aud other advertising agents, 







bill posting, etc. ; uoat of prinliti^ and pnbllBhing pagsenger time 
tikbloH for general di^tribntion, printing of advertii^Ing matter, 
advertinng in newB[>Ul«'rs ami iii'rl<Mlii'ala(cxi-e|itiiig notice of 
etoekholilcni' niuetlngti, eluolion of ilire<-tnrs. imbli titling reports 
in newfipaperii, anil other i-nrponilton und linani'ial notices of a 
general (iiaraeter). bnlletin IkmihIk, t'lirds. cases, conis, display 
cases, dodgers. foldHrs,glinwi-)t. iiainlbills, iiiap«>, painplilets, plioto- 
graplis, posters, mrks inid frames, tiicks. views. poHtagc and ex- 
press uhargcB on advertising matter; also premiums and don^ 
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tions to fairs and stock shows, immigration boards, and other 
analogous expenditures for attracting traffic. 

Outside A(;en(;iks*— Operating. — This account includes 
all expenditures for accounts of salaries and expenses of agents 
engaged exclusively in the procurement of competitive business 
and employes of their offices, traveling agents and solicitors, 
when located on or employed oft* the line of a road; furniture 
supplies, stationery, rents, office expenses and other disburse- 
ments of a similar nature, on account of such agencies; also ex- 
penses of fast freight lines, traffic associations and other analo- 
gous items. 

Commissions — Operating. — This account includes all pay- 
ments to agents of other companies and outside parties, not em- 
ployes of a company, in the form of commissions for services 
appertaining to either freight or passenger business; but should 
not include commissions paid to a company^s own agents in 
lieu of salary, such being chargeable to *' station service " or 
'* outside agencies," as the case may be. 

Stock Yards and Elevators— Operating.— This account 
includes wages, supplies and all other expenses incurred in the 
operation of stock yards or elevators, except stock yards and 
elevators, the net earnings of which are excluded from freight 
revenue.! 

Rents for Tracks, Yards and Terminals— Operating.— 
This account includes rents paid for lease of track, yards and 
terminals. 

7VacA;s.— Under "tracks" are included all payments to other 
lines for rent or use of their tracks for running trains, whether 
by a fixed charge per month or per year, proportion of interest 
on valuation and expenses incurred in maintaining such track, or 
on a train mileage basis (not including temporary use of track, 
such as trackage paid to other roads in case of wrecks, washouts, 
snow blockades, defective bridges, etc.). 

Yards. — Under "yards" are included all payments for use of 
high and low tracks, delivery tracks, repair ^acks and other 
side tracks at points other than terminals. 

Terminals. — Under "terminals" are included all payments 
for use of facilities at terminal points, including main tracks, 
side tracks, delivery tracks, repair tracks, freight house facilities, 
and proportion of payments for handling freight, union depot 
facilities, etc., at terminal points. 

Rents op Buildings and Other Property— Operating.— 
This account includes all payments for rent of buildings and 
other property when such property is used in connection with 

* This acoontit may, if thought desirable, be subdivided under the follow- 
ing heads: " Outside assents " and '' Expenses of traffic associations." 

+ By ''stock yards," as used in this account, should be understood 
stock yards where stock is stored, fed, watered, reshipped or sold, usually a$ 
Junctiou or terminal points. 
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the operations of a road, such as depot grounds and huildings, 
union depots, offices, docks, wliarves, ferry landings, elevators, 
stock yards, fuel yards, etc. 

Stationery and Pkintinc; — Operating. — This account in- 
cludes all expenditures for stationery, stationery supplies and 
printing, iucluding books, blank forms, employes' time tables, 
tariffs, tickets, way bills and other analogous items, when used in 
connection with "" conducting transportation." 

The following is a list of the more important items charge- 
able to the several accounts of "stationery and printing," viz: 



Ann rests, 

Blank paper, 

Blank tablets, 

Blank cards. 

Binders, 

Blotters, 

Blotting paper, 

Calendars, 

(^allgraphs. 

Carbon paper, 

Cards, 

Cardboard, 

Circulars, 

Classifications, 



Ink, 

Inkstands, 
Invoice books. 
Legal cap paper. 
Letter paper, 
Manifold paper, 
Mimeographs, 
Mucilage, 
Mucilage brushes, 
Neostyles, 
Notices, 

Numbering stamps, 
Oil paper, 
Orders, 



Copy (impression) books. Paper,' 
Copying brushes. Paper baskets, 



Cyclostyles, 
Dating stamps. 
Delivery tickets, 
Electric pens. 
Envelopes, 
Eyelets, 

Eyelet punches, 
Erasers, 
Fuel tickets, 
Hektographs, 
Indexes, 



Paper clips. 
Paper cutters. 
Paper fasteners. 
Paper files, 
Pax)er weights, 
Papyrographs, 
Pencils. 
Pencil erasers. 
Pens, 
Penholders, 



Pins, 

Postage, 

Pounce, 

Printed cards, 

Printed tablets. 

Punches, 

Rubber bands, 

Rubber stamps. 

Rulers, 

Rulinff pens. 

Scrap book. 

Sealing wax, 

Seals, 

Shears, 

Shipping tags. 

Shorthand bookSt 

Sponges, 

Sponge cups, 

Stylographs, 

Tape, 

Tissue (impression) paper. 

Typewriters, 

Waste baskets, 

Water holders. 

Wrapping paper, ete. 



Pen racks. 

Other Expenses— OPERATiNa.— This account includes in- 
cidental expenditures only ; that is to say, such expenditures in 
connection with ''conducting transportation " as are not properly 
chargeable to any of the foregoing accounts. 

GENERAL EXPENSES, 

Salaries op General Officers— Operating.— This account 
includes the salaries of general officers. The following is a list of 
such officers ; Chairman of board, president, vice presidents, gen- 
eral counsel or general solicitor, secretary, general manager and 
assistant general manager, chief engineer, general superintendent 
(when in full charge of operations of a road), comptroller, as- 
sistant comptroller, general auditor, auditors, assistant auditors, 
freight auditor, passenger auditor, purchasing agent, general 
storekeeper, stationer, treasurer, assistant treasurer, local treas- 
urer, and land commissioner. 

Salaries of Clerks and Attendants— Operating.— This 
account includes salaries of paymasters, treasurer's cashiers, tax 
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agent,traTeMiig auditor, cterkti, nttendants and otber employes In 
and about fjeneral offices : also waj-es of porters, cooks, etc., for 
' Rpecial uars while in use by fjeueral officers aud by Keneral office 
employes, etc. 

Gknkiul Okficb Kxi'knsf.s ani> Supplies— Operatikq.— 
This account includes all ex[>enilitures for account of boating 
aud lighting the otiiceH of the ^iiural officers; expenses of gen- 
eral officers, their clerks and utlcndauts; also all expenses inci- 
dent to tlie care and supply of the general offices, Including 
expenses and supplies of pay car and special cars while in use 
by general officers and general office einployes. 
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InsdbanCB — Opekating. — Tliis iii'c»Ji]nt includes all ezpend- 
ttures for account of premiums for insuring property of a com- 
pany, and property wliicli Is etitniHte<t to it; also for insuring 
passengers anu others, and employes, against accident or death. 

Law Kxi'KN'SKS — Oi'KiiATJNti, — This account InutiiUes the sal- 
aries ami expenses of solicitors, attoriit>ys, their clerks and at^ 
tendants. and all expenses of their ollk'es. such as law t>ooks, 
prinliiig briefs, legal fonns. testimony. reports, etc.; also fees and 
n-tainers paid for services of atti)rne.vs who are not regular em- 
ployes of a com)>uny, and amounts paid to arbitrators for set^ 
tienicnts of disputed iinestlotis, cost of suits, special fees, uota- 
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rial fees, expenses connected with taking depositions, and all 
legal and court expenses of every kind not otherwise provided 
for herein. 

Stationery and Printing (General Offices) — Operat- 
ing. — This account includes the cost of printing annual repori», 
blank books, blank forms, contracts, leases, bonds, stock certifi- 
cates, paper, stationery, stationery supplies, etc., used only in 
general offices and not chargeable to other accounts. 

Other Expenses — Operating. — This account includes inci- 
dental expenditures only; that is to say. such expenditures in 
connection with the 'Hxeneral expenses'^ as are not properly 
chargeable to any of the foregoing accounts; also cost of pub- 
lishing notice of stockholders' meetings, of election of directors, 
annual reports in newspapers, of dividends, and of other corpo- 
ration and financial notices of a general character; and fees and 
expenses paid to directors, etc. 



The oflBcial classificatioQ of operating expenses 
of the government of the United States and of 
the several state governments, given in detail in 
the foregoing, may be recapitulated in brief as 
follows: 

I. Maintenance of Way and Structures. 

1. Repairs of Roadway. 

2. Renewals of Rails. 

3. Renewals of Ties. 

4. Repairs and Renewals of Bridges and Culverts. 

5. Repairs and Renewals of Fences, Road Crosstngs, 

Signs and Cattle Guards. 

6. Repairs and Renewals of Buildings and Fixtures. 

7. Repairs and Renewals of Docks and Wharves. 

8. Repairs and Renewals of Telegraph. 

9. Stationery and Printing. 

10. other Expenses. 

n. Maintenance of Equipment. 

11. Superintendence. 

12. Repairs and Renewals of LocomotiViBS. 

13. Repairs and Renewals of Passenger Oars. 

14. Repairs and Renewals of Freight Oars. 

15. Repairs and Renewals of Work Cars. 

16. Repairs and Renewals of Marine Equipment. 
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17. Repairs and Renewals of Shop Machinery and TooIb.* 

18. Stationery and Printing. 

19. Other Exi>euses. 

ITI. Conducting Transportation. 

20. Superintendence. 

21. Engine and Roundhouse Men.f 

22. Fuel for I^ocomotives. 

23. Water Supply for I^ocomotives. 

24. Oil, Tallow and Waste for Locomotives. 

25. Other Supplies for liOcomotives. 

26. Train Service.^ 

27. Train Supplies and Expen8es.§ 

28. Switchmen, Flagmen and Watchmen.|| 

29. Telegraph Expenses. 

30. Station Service.** 

31. Station Supplies. 

32. Switching Charges — Balance. 

33. Car Mileage — Balance.ft 

34. Hire of Equipment. 

35. Loss and Damage.^ 

36. Injuries to Persons. 

37. Clearing Wrecks. 

38. Operating Marine Equipment. 

39. Advertising. 



* Railroad companies may for their own use subdivide tills account 
as follows: '* Repairs of shop machinery and tools," " Oil, waste and tal- 
low used on tools and machinery." 

t Railroad companies may for their own use subdivide this account 
as follows: "Engineers and liremen," " Wipers and dispatchers," •• Other 
roundhouse laborers." 

I Railroad companies may for their own use subdivide this account 
as follows: •* Passenger comluutors," " Passenger baggagemen." •• Pas- 
senger brakemen," '• Freight conductors," ** Freight brakemen." 

$ Railroad companies may for their own use subdivide this account 
as follows: " Passenger train supplies," *• Freight train supplies," *' Oil, 
waste and tallow used on passenger cars," " Oil, waste and tallow used 
on freight cars." 

II Railroad companies may for their own use subdivide this account 
as follows: ** Switchmen," "Flagmen," "Watchmen." 

** Railroad companies may for their own use subdivide this account 
as follows: *' Agents," '- Clerks at stations," '* Laborers at stations." 

ft Railroad companies may for their own use subdivide this account 
as follows: " Mileage of passenger cars— Balance," ** Mileage of freight 
cars— Balance." 

II Railroad companies may for their own use subdivide this account 
as follows: '* Damage and loss of freight and baggage," '* Damage to 
property and cattle." 
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40. Outfiide Agencies.* 
.41. Comniissions. 

42. Stock Yards and Elevators. 

43. Kents for Tracks, Yards and Terminals, 

44. Jlents of iiuildiiitj^s and Other Property. 

45. Stationery and Printing. 
40. Other Kxpcuises. 

TV. General Expenses. 

47. Salaries of General Officers. 

48. Salaries of (clerks and Attendants. 

49. General Office Expenses and Supplies. 

50. Insurance. 

51. Law Expenses. 

52. Stationery and Printing (General Offices). 

53. Other Expenses. 



* Railroad companies may for their own use subdivide this account 
as follows: •• Outside Hjirents," ** Expenses of traffic associations." 
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CHAPTER XI. 

APPORTIONMENT OP OPERATING EXPENSES TO THE 

DIVISIONS OP A ROAD. 

A classification of railway expenses about which 
there shall be no question, about which disputes 
will not arise, is an impossibility. Differences 
may not be material. But they will occur. When 
we attempt to apportion expenses between par- 
ticular parts of a road, we encounter still graver 
questions, diflBculties at once inherent and insur- 
mountable. 

The suggestion that the cost of operating parts 
of a road might be determined separately from 
the whole had its origin in the practice among 
railway companies of making an approximate 
division of this kind, for the purpose of ascer- 
taining the relative economy exercised by local 
oflBcers in reference to expenses within their 
control. But no one advised of the situation 
ever attempted a division of this kind for any 
other purpose, or indeed for such purpose, un- 
less based on the natural geography of a prop- 
erty. Companies do not, and can not, draw im- 
aginary lines across their roads, and apportion 
expenses within such lines upon an equitable 
basis, no matter what the object of the division 

may be. 

cm} 
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Railways attempt a division of their expenses, 
as stated above, for purely local reasons. To 
do this they apportion to particular divisions on 
an arbitrary basis items common to all, after 
ascertaining that which is actual. They do this 
to ascertain the relative economy exercised by 
officers in matters which they individually con- 
trol. This is the extent to which railway com- 
panies attempt to estimate the cost of operating 
particular parts of their properties. As, however, 
the question of the practicability of making an 
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Accurate division of such expenses is constantly 
proposed by tliose not possessing practical knowl- 
edge of the suliject, it is well here to give some 
of tlie reasons why sucli a division can not be 
made. 

The first obstacle that confronts us in attempt- 
ing a division of expenses is the impossibility of 
apportioning the cost of management e(iuitiibly 
among the several divLsirms of a road. The item 
is both a large and an important one; it covers 
the guardianship of the property. We will take 
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the stationery and other supplies used at head- 
quarters as an illustration. They serve no valu- 
able purpose in themselves — have no earning 
capacity; add nothing to the original enterprise. 
The essence of value in a railroad is its transpor- 
tation facilities, the parts that earn money, its 
trains, traflBc warehouses, buildings, tracks and 
employes who handle its business. All other 
expenses are accessory, artificial; contribute noth- 
ing to the essential conditions of the enterprise. 
Yet they must be considered. General oflSce ex- 
penses can not be accurately apportioned among 
the divisions of a road because the benefit con- 
ferred is too vague, too indefinite, too fluctuating. 

In all attempts to determine the cost of opera- 
ting particular divisions of a road (for the pur- 
pose of fixing local responsibility) expenses of a 
general character beyond the control of the oflB- 
cers are apportioned to divisions on a basis com- 
mon to all. Local expenses are charged where 
they belong. Under these two methods, partly 
fictitious, partly actual, the responsibility of local 
officers is in a measure determined. For the pur- 
pose for which the information is used, it does 
very well. 

The common expenses of a railroad are nafc 
divisible. As soon might we attempt to deter- 
mine the relative amount of nourishment that • 
we derive in the economy of life from |»artic- 
ular kinds of food, or determine the comparative 
amount of wear and tear that our bodies sustain 
from various classes of labor^ as to attempt to 
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determine to what particular division many of 
the expenses of a railroad are chargeable. The 
sources of information are too much covered up, 
the tracing of cause and effect too remote, the 
results too subtle to enable us to determine their 
force or measure their effect. 

Only information in reference to the expenses 
of a railway property as a whole are worthy of 
credit. Any attempted separation of cost as be- 
tween divisions can only be approximately true 
at best, and to furnish it to the public is, there- 
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fore, to mislead, and in so far as this is the case 
it is more likely to injure than benefit. 

The cost of operating a particular line or sec- 
tion of road is the material, labor and expense 
disbursed. The most ingenious and patient efforts 
have been made to devise a system whereby these 
expenditures might be correctly apportioned, but 
without success. 

To determine the cost of operating particular 
portions of a road requires information that does 
not exist; it presupposes information in reference 
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to things that are in their nature indefinite or 
so surrounded with qualifications and conditions 
as to preclude the obtaining of accurate data. 
In order to ascertain the cost of any particular 
thing we must determine the proportion of com- 
mon expenses chargeable to it, and to make the 
allotment accurate we must apportion these ex- 
penses, not upon any agreed or arbitrary basis, 
but upon the basis of facts. To each particular 
thing about which we wish to know we must 
assign the actual outlay incurred on its behalf. 
This means that we must take cognizance of the 
expenditure of time in connection with it of every 
official; must follow his thoughts and measure 
their cost to the carrier. His expenses must be 
divided with equal care. We must follow this 
minute espionage into all the ramifications of 
the service wherever an outlay is incurred. This 
must be done not only in regard to the officials 
of a company, but it must be followed out with 
equal conscientiousness with all operatives en- 
gaged in duties affecting two or more divisions. 

The difficulties of the situation are not gen- 
erally known and are lightly appreciated in the 
majority of cases by seekers after knowledge of 
this character. They would too often supply 
lack of information by arbitrary formjilas. These 
substitutes are more or less absurd according to 
the intelligence of the compiler and the amount 
of time and money expended in making the com- 
pilation. They never possess any real value. 
The compiler^ as he progresses in his labor^ dig- 
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covers at every step, if he is intelligent, that the 
bulk of the common expenses of railroads must 
be apportioned to divisions (if apportioned at 
all) on arbitrary and, therefore, fictitious grounds. 
If those who use such information know how it 
was compiled, they will not attach any value to 
its conclusions. They know that material and 
wages are oftentimes charged to an object on the 
basis that the gross income of such object bears 
to the gross income of some other object, or on 
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the basis that its physical proportion bears to the 
physical proportion of something else, without 
any reference to the real merits of the case. 

It is not diflBcult to apportion an expense where 
it belongs exclusively to some particular part of 
a property, but the moment that it becomes com- 
mon between two or more divisions, that moment 
the determination of the relative cost belonging 
to each becomes impossil)le. Money expended 
in attempting such division of cost is not only 
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unworthily bestowed, but is a menace to the com- 
pany interested and to the community as well. 
The conclusions reached mislead and for that 
reason are no more to be encouraged than a 
watchman of a railroad should Be encouraged to 
display a neutral signal when one that indicated 
danger should be used instead. To publish such 
matter is to disseminate false information; to 
commit not only an indiscretion but, in many 
cases, a misdemeanor, for the reason that the in- 
formation may at any time be used by honest 
men as well as dishonest ones to predicate actions 
that may ruin those it affects. Thus, upon infor- 
mation not in any respect reliable, not in any 
way worthy of regard, rates may be based and 
other fundamental acts performed. It is this par- 
ticular feature of the case that renders every in- 
telligent and experienced railway manager loth to 
have information made public 'that is not irref- 
utable in its conclusions, and so simple, so frank, 
so manifest in its purposes, that no one, whether 
honestly inclined or otherwise, can be misled by 
it, or make improper use of it. 

No one can be more sensible than those filling 
positions of responsibility, whether under a gov- 
ernment or otherwise, that matter embodied in 
exhibits, whether as information or otherwise, 
may at any moment be made the basis for deter- 
mining grave responsibilities or forming the 
basis of accusations alike unjust and nnwarranted. 
This is especially and markedly so in reference 
to everything that affects the interests of corpo- 

18 
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rate properties or that throws light upon their 
operations. These interests are the subject of the 
unremitting and jealous regard of the people and 
the objects of constant and malevolent attack 
upon the part of 'the ignorant and the designing. 
Thus a table professing to furnish information in 




reference to the economic working of a railroad, 
compiled perhaps to satisfy the passing curiosity 
of an official, or under the mistaken belief that 
its conclusions were just and defensible, might 
be made the means of retarding a pr(.>spective in- 
dustry, or crippling an euterprise in which mil- 



DISBUBSEMENTS. 275 

lions of capital was embarked. It is this aspect 
of the case that makes the owners of railways 
hesitate to furnish information not absolutely of 
a reliable character.* 

In the operation of railroads the mere con- 
venience of accountants or the necessities of 
statisticians are not regarded. The only question 
considered is that of expediency. The adoption 
of measures such as may enable the property to 
be handled effectively with the least outlay. This 
is the true business basis. It results from this 
economy of outlay that merely ornamental 
statistics, merely speculative data, are carefully 
eschewed. No money is used in a merely specu- 
lative way or to gratify speculative people. 

The impossibility of apportioning expense of 
maintaining equipment and machinery affords a 
good illustration of the obstacles that beset an 
attempt to divide expenses between different 
divisions of a road. There is no basis for appor- 
tioning this expense. The wear and tear of 
equipment and machinery, and the outlay at- 
tending its operation, are directly and in a marked 
manner dependent upon the use made of it; upon 



* When, however, speculative information of this natufe iM^ 
furnished there should be stamped across its face die statommt 
that it is only an approximation, a guess, a shot In the dark. 
Such information should never be published unless titieie runs 
parallel with each line the reiterated statement that its oonolu- 
sions are professions only ; that they have no reality in fiuri;; fliat 
while they may, in some instances, approximate the tmtii, yet 
those instances are not determinable and the infomuilioii Umf 
profess to give is consequently not tmstworthy, ' 
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the character of the road over which it passes; 
the nature of the ti-ack, its alignment, grades, 
ballast, ditches, rails, ties, splices, elevation, the 
speed of trains, the weight of traffic, climatic 
changes, and finally the intelligence, faithfulness 
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and experience of the men in charge. These are 
the factors that determine cost, and tliey never 
exist in the same ratio upon any two sections of 
a road, or upon any two roads. Consequently it 
needs no illustration or subtle argument to 
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demonstrate that to divide the cost of maintain- 
ing equipment operated indiscriminately over 
two or more sections of a road upon the basis of 
its carrying capacity, the number of miles run, 
tlie mileage of the road itself, or other arbitrary 
basis is only to delude ourselves. The cost of 
wear and tear must be charged, to make the 
statement of value, to divisions, not upon a 
hypothetical basis, but according to actual dam- 
age sustained. But as the track upon no two 
divisions is relatively the same, nor kept up to 
the same standard, nor subject to the same con- 
ditions, it necessarily follows that the wear and 
tear of equipment is always different. For the 
temporary and unimportant purposes which rail- 
road companies make use of so called divisions of 
expense it is the general practice to divide the 
cost of maintaining equipment upon the basis of 
miles run. But such a division, however plausi- 
ble, is totally inadequate to determine the rela- 
tive expenses of different divisions of a road. 
Under its operation, sections or divisions of i^ 
line that are operated at a loss from year to year 
might show a net profit and properties utterly 
worthless be made to rank in productiveness with . 
those really valuable. 

What has been said in regard to the impossi- 
bility of dividing the cost of maintenance of 
equipment (about ten per cent, of the gross ex- 
penses), applies also to expenditures for adver- 
tising, foreign agents, and similar coatingenciee^ 
comprising perhaps five per cent of the expensea. 
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It is impossible, in the majority of instances, to 
apportion these expenses to particular lines. 
They are general la one sense, and yet do not 
affect different parts of the property alike. It 
would perhaps satisfy the statistician's purpose 
to apportion these disbursements arbitrarily over 
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the whole property on the basis of earnings or 
mileage or relative expenses, yet such a division 
would be fallacious because the value of a prop- 
erty and its responsibilities are not determinable 
by what we may say it earns or expends, but by 
what it does actually earn or expend. We must 
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be careful not to clothe railroad enterprises with 
attributes they do not possess. While it may be 
convenient for us to say that we will apportion 
the cost of advertising or stationery on the basis 
of earnings or expenses, yet as a matter of fact 
we have no right to apportion such outlay ex- 
cept upon the basis of actual outlay; or if we do 
apportion them otherwise it should be done ynth 
a full knowledge of the error committed. 

Continuing the inquiry in reference to a sepa- 
ration of expenses between the divisions of a 
road, upon what basis should the wear and tear 
of cars used on other lines be apportioned ? How 
are we to determine the extent of this wear and 
tear? Again, how shall we apportion the use of 
other companies' cars? On the basis of the 
traflBc earnings of each car? Undoubtedly, But 
this method of division is impossible because it 
would cost many times the original outlay. In- 
numerable cases of a similar nature might be 
cited. 

A large proportion of the telegraph expenses 
(amounting to some two per cent, of the gross 
expenses) are of a general nature. A separation 
of them can never be more than approximately 
correct for the reason that the machinery of this 
department involves every division. Any appor- 
tionment of cost of operating, to be worttiy of 
regard, must take cognizance from hour to hour . 
of the actual outlay of time and material of 
each unit of expense. This is manifestly not 
practicable. 
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This is equally true in regard to the wages of 
employes at juncticms of different divisions, of 
the train men who run over two or more divis- 
ions, and the expenses of such trains as well. It 
does not require any extended inquiry to satisfy 
the inquirer that these expenses can not be ap- 
portioned accurately to the divisions to which 
they belong. Ninety per cent, of the time of 
these employes will perhaps be occupied in con- 
nection with traffic that does not net as much to 
the company as business discharged upon another 
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division during the remainderof their time. The 
earnings (derived from tlieir labor) would afford 
a safe basis for apportioning the expense, but this 
labor is so inteiTA^oven that its accurate sepa- 
ration is impossible without infinite labor and 
outlay. What is said of employes at junctions 
applies also to the material consumed at these 
points and upon lines operated in common by 
two or more divisions. It is true of ti-ain men 
running over two or more sections of a road; the 
number of miles they run can never be the real 
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basis of their wages. They are paid for the worK 
they perform and for the number of hours they 
are occupied, but the primary purpose of their 
employment is their ability to earn money for 
their employer, and this is the true basis for 
determining the apportionment of cost to the 
different divisions of a road over which they run. 
It can not be done truly on the basis of aggregate 
earnings. The particular earnings in which they 
appear as factors is the true basis. Thus, the ex- 
penses of trainmen operating over two or more 
divisions should be charged to such divisions on 
the basis that the earnings of the train on each 
division bears to the earnings of the whole 
train. In order to apportion expenses of this 
nature much of the clerical work must be per- 
formed at the time and on the ground, and 
no matter how painstaking and exhaustive it 
may be, the result will only approximate cor- 
rectness. 

Apportionment of many common expenditures 
must be upon the basis of the purpose they serve 
from the standpoint of earnings. Manif^ly 
this is not to be ascertained except after the 
most intelligent and far reaching inquiry. ■ And 
while it may be determinable in some ipstances^ 
it can not be in others. To attempt to decide it 
out of hand or on the basis of something thought. 
to be generally near the mark is to b^ the 
question, is to deceive ourselves and mislead 
those who make use of the data under the mis- 
taken belief that it affords a t^orrect basis. 
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Considerable sums of money that every cor- 
poration pays annually for losses and damages 
connected with traffic can not be accurately ap- 
portioned. The carrier knows that the property 
came into his possession, and that when delivered 
it was in bad order, or that it was not delivered 
at all. He knows he is responsible for the dam- 
age or loss, but is unable to say where the dam- 
age or loss occurred. In attempting to appor- 
tion the disbursements he must fix it arbitrarily 




Carriage In Chile. 

upon some division or divide it among several 
divisions upon a basis that he thinks fair.. This 
disposition of the case is all right if he seeks 
simply to find a hole in which to hide the ex- 
pense. But to say seriously that a particular 
piece of property may be burdened with such an 
outlay merely to satisfy the necessities of ac- 
counts is to attach an exaggerated importance to 
a thing of no consequence in itself; to create 
fictitious values or responsibility; to do business 
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upon a false basis ; to make bookkeeping superior 
to events. 

It is possible that, in the evolutions of railway 
science, means may be found for overcoming 
some of the obstacles I have pointed out, but 
until such period all statements professing to 
exhibit the cost of working particular portions 
of a property operated in common with other 
portions are false. 

So much may be said in reference to the at- 
tempt to apportion expenses between several 
divisions of a road. I do not attempt to ex- 
haust the subject. A division may be made that 
will be of value to a company, as already ex- 
plained, for purposes of determining the relative 
economy exercised by local officers in matters 
coming wholly within their control. I have at- 
tempted to outline such a division below. It has 
no other purpose. The object sought is entirely 
different from one having actual division of cost 
in view. In the former instance it serves as a 
help in fixing responsibility for outlays; in the 
latter, it may mislead as to the value of a prop- 
erty. 

Many expenses may be charged with absolute 
accuracy to a particular line or division. The 
work of the accountant in such cases is easy. In 
those cases where the disbursement is not appor- 
tionable upon an entirely equitable basis (be- 
cause of the variableness of the service or the 
peculiar circumstances that attend the case) we 
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must determine in advance, for each particular 
kind of expense, what basis will be used in divid- 
ing whenever it becomes necessary to make such 
a division. 

In order to arrive at the information we seek 
and fix the responsibility sought, all expend- 
itures that particular managers are not responsi- 
ble for must be charged to divisions on a com- 
mon basis. This will place managers on an equal 
footing. 




In the accompanying rules it is designed that 
the storekeepers, road accountants and others 
shall open an account with each division for 
each class of expense incuiTed on its behalf. 
When the amount chargeable to a division is 
known, it is to be charged under its appropriate 
head, thus: "Renewals of rails — Central divis- 
ion," When it is not known, the charge will be 
apportioned at headquarters. In such cases the 
entry made on the di.stri))ution book by the store- 
keeper or accountant would be "Renewals of 
rails — Common " or "Renewals of luils — Cen- 
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tral and Eastern divisions," or such explanation 
made as may be necessary to enable the account- 
ing officer to understand the matter. 

With these explanations I proceed to point out 
in detail exactly how each expense account should 
be apportioned to the different divisions, or should 
be entered in the distribution book for division 
afterward at headquarters by the proper officials. 

MAINTENANCE OF WAY AND STBU0TUBE8. 

Repairs of Roadway. — When a track is used in common by 
two or more divisions, the basis of apportionment, unless other- 
wise directed by the accounting officer, should be afp*eed upon by 
the superintendents of the divisions affected. In all cases of dis- 
agreement or doubt as to the correctness of apportionment, ref- 
erence should be made to the accounting officer for his decisioii. 

Renewals of Rails. — When the charge affects two or more 
divisions, the basis of apportionment, unless otherwise directed 
by the accounting officer, should be agreed upon by the superin- 
tendents of the divisions affected. In all cases of disagreement 
or doubt as to the correctness of apportionment, reference ahoold 
be made to the accounting officer for his decision. 

Renewai^ of Ties. — When the charge affects two or more 
divisions, the basis of apportionment, unless otherwise directed 
by the accounting officer, should be agreed upon by the superin- 
tendents of the divisions affected. In all cases of disagreement 
or doubt as to the correctness of apportionment, reference ahonld 
be made to the accounting officer for his decision. 

Repairs and Renewals op Bridobs and OULVEinm.— When 
structures are used in common by two or more divisions, tbe 
basis of apportionment, unless otherwise directed by tiie aoeonnt- 
ing officer, should be agreed upon by the superintendents of the 
divisions affected. In all cases of disagreement or donht as to 
the correctness of apportionment, reference should be made. to 
the accounting officer for his decision. 

Repairs and Renewals of Ii'ences, Boad XTBOSSnros, SiGXS 
AND Cattle Guards. — When fences, road crossingBy siffni or oait* 
tie guards belong in common to two or more diTialons, uiehaalB off 
apportionment, unless otherwise directed by the acooanting ofll-- 
cer, should be agreed upon by the superintendents of the divis- 
ions affected. In all cases of disagreement or donht as to the 
correctness of apportionment, reference should be msde to tiio 
accounting officer for his decision. 
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Eepairs and Renewai^ op Buildings and Fdctures.— The 
apportionment, to the (teveral divisions of the cost of repairs of 
general oflices, geueral shop and suiiply depots should be based od 
equipment mileage. In Teferent/e to cost of repairs of buildings 
at tlte junction of two or more divisions, the basis of apportion- 
ment, unless otherwise directed by the accounting ofBcer, should 
be agreed upon by the superintendents of the divisions affected. 





Id all cases of disagreement or doubt as to the correctness at ap- 
portioiLinent. reference should be made to the accounting officer 
for his (Ici'lBlon. 

liKi'Aiits AND Renew.hs of Docks asd Wiiarvem,— When 
dociks and wliarvea arc used by two or more divisions, the basis 
of aj)|iortionment, unless otherwise directed by the accounting 



di visions affected. 
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the correctness! of apportionment, reference should be made to 
the accounting oflicer for his decision. 

Kepaiks andKknewals of TKLEaRAPH. — When the expense 
is common to two or more divisions, the basis of apportionment, 
unless otherwise directed by the accounting officer, should be 
agreed upon by the superintendents of the divisions affected, in 
consultation with the superintendent of telegraph. In all cases 
of disagreement or doubt as to the correctness of apportionment, 
reference should be made to the accounting officer for his decis- 
ion. When such expenses are common to the whole road, an ac- 
count should be opened as follows, viz.: "Repairs and renewals 
of telegraph — Common." Charges of this description should be 
ai)portioned to the several divisions of a road by the account- 
ing oflicer on the basis of equipment mileage. 

Stationery and PuiNTiNci. — When the expense is common to 
two or more divisions, but not common to the whole road, a basis 
of apportionment, unless otherwise directed by the accounting 
ollicer. should be agreed upon by the superintendents of the divis- 
ions alfected. In all cases of disagreement or doubt as to the 
correctness of apportionment, reference should be made to the 
accounting oflicer for his decision. When the charge is common 
to the whole road, an account should be opened, as follows, viz.: 
"Stationery and printing — (•ommon."' Charges of this descrip- 
tion should be apportioned between divisions by the accounting 
oflicer on the basis of equipment mileage. 

Other Exi'enses. — The apportionment l)etween divisions of 
charges on this account should be made as directed for *'Station- 
ery and printing.'' 

MAINTENANCE OF EQUIPMENT. 

SrPERiNTENDENCE. — When the expense is common to two or 
more divisions, a special basis of apportionment, unless otherwise 
directed by the accounting oflicer, should be agreed upon by the 
olticial in charge of the department and the superintendents of 
the divisions atl'ected. In all cases of disagreement or doubt as 
to the correctness of apportionment, reference should be made to 
the accounting olFicer for his decision. When such expenses are 
common to the whole road, an account should be opened as fol- 
lows, viz.: "Superintendence — (Common." Charges of this de- 
scription should be apportioned to the several divisions of a road 
by the accounting officer on the basis of equipment mileage. 

Repairs and Renewals of Locomotives. — The apportion- 
ment of charges between divisions on this account will be made 
by the accounting officer on the basis of locomotive mileage. 

Repairs and Renewals of Passenger Cars. — The appor- 
tionment of the charges for "Repairs and renewals of passenger 
cars,'' to the several divisions of a road, should be made by the 
accounting officer on the basis of passenger car mileage. 
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Repairs and Renewals of Freight Cars. — The apportion- 
ment of the charges for "Repairs and renewals of freight cars," 
to the several divisions of a road, should be made by the account- 
ing officer on the basis of freight car mileage. 

Repairs and Renewal* of Work Cars. — When work cars 
are used in common by two or more divisions, the basis of ap- 
portionment, unless otherwise directed by the accounting officer, 
should be agreed upon by the superintendents of the divisions 
affected. In all cases of disagreement or doubt as to the correct- 
ness of apportionment, reference should be made to the account- 
ing officer for his decision. 

Repairs and Renewals of Marine Equipment. — When 
marine equipment is used in common by two or more divisions, 
the basis of apportionment, unless otherwise directed by the ac- 
counting officer, should be agreed upon by the superintendents 
of the divisions affected. In all cases of disagreement or doubt 
as to the correctness of apportionment, reference should be made 
to the accounting officer for his decision. 
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Repairs and Renewals of Shop Machinery and Tools. — 
When shops are used by two or more divisions, the basis of ap- 
portionment, unless otherwise directed by the accounting officer, 
should be agreed upon by tlie superintendents of the divisions 
affected. In all cases of disagreement or doubt as to the correct- 
ness of apportionment, reference should be made to the account- 
ing officer for his decision. When the expense is common to the 
whole road, an account should be opened as follows, viz. : "Re- 
pairs and renewals of shop machinery and tools — Common." 
Charges of this description should be apportioned to the several 
divisions of a road by the accounting officer on the basis of 
equipment mileage. 

SrATioNERY AND PiuNTiNi;. — When tlie expense is common to 
two or more divisions, the l)nsis of apportionment, unless other- 
wise directed by tlie accountiiii^ officer, should be agreed upon by 
the suporinten(ients of the divisions affected. In all cases of dis- 
agreement or doubt as to the correctness of apportionment, ref- 
erence should be made to the accounting officer for his decision. 
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TV hen the expense is common to the whole road, an account 
should be opened as follows, viz. : ^Stationery and printing — 
Ooounon/' Charges of this description should be apportioned to 
the several divisions of a road by the accounting officer on the 
basis of equipment mileage. 

Other Expenses. — The apportionment between divisions of 
charges on this account should be made as directed for ^Station- 
ery and printing." 

CONDUCTING TRANSPORTATION. 

Superintendence. — When the expense is common to two or 
more divisions, a special basis of apportionment, unless other- 
wise directed by the accounting officer, should be agreed upon 
by the general superintendent and the superintendents of the 
divisions affected. In all cases of disagreement or doubt as to 
the correctness of apportionment, reference should be made to 
the accounting officer for his decision. When such expenses are 
common to the whoJi^road, an account should be opened as fol- 
lows, viz. : "Superintendence — Conmion." Charges of this, de- 
scription should be apportioned to the several divisions of a road 
by the accounting officer on the basis of gross earnings. 

Engine and Roundhouse Men. — ^When enginemen run in 
common on two or more divisions, their wages should be appor- 
tioned to the several divisions of a road on the basis of the 
number of miles run on each by said enginemen, or as may be 
agreed upon by the superintendents of the respective divisions. 
The wages of wipers engaged upon locomotives running over 
two or more divisions shoiud be apportioned to such divisions 
upon the basis of the number of miles the loccmiotives ran on 
each division. The wages of wipers and dispatchers at terminal 
stations, common to two or more divisions, should be apportioned 
according to the number of locomotives belonging to eaidi divis- 
ion that have been wiped during the montli. When thewsges of 
other roundhousemen are conmion to two or more divisions, the 
basis of apportionment, unless otherwise directed by theaooonnt- 
ing officer, should be agreed upon by the official in cliarge of %b» 
department and the superintendents of the divisions aifected. In 
all cases of disagreement or doubt as to the correctness of appor- 
tionment, reference should be made to the aooountlng officer for 
his decision. 

Fuel for Locomotives.— The wages of employes endued In 
supplying locomotives with fuel should be apporttmiea to iSbft 
divisions upon which the locomotives supplied aotasQy run. 
Where fuel is supplied to locomotives of two or more diraloiiSt 
the expense will be charged to each division on the basis of tiie 
quantity of fuel issued to its locomotives during llie montli. 

Water Supply for LocoMonTES.— Wben tbe expense Is 
common to two or more divisions, ttie iMisis of iq[H[M>rtlonment^ 
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nnless otherwise directed by the accountidg oflfteer, should M 
agreed upon by the superintendents of the divisions affected. In 
all cases of disagreement or doubt as to the correctness of appor- 
tionment, reference should be made to the accounting officer for 
his decision. 

Oil, Tallow and Waste for Locomotives.— No division of 
the charges for ^'011, waste and tallow used on locomotives^^ 
should be made by storekeepers, the gross charges being appor- 
tioned between divisions by the accounting officer on the basis of 
locomotive mileage. 

Other Supplies for Locomotives.— The apportionment of 
charges between divisions on this account should be made by the 
accounting officer on the basis of locomotive mileage. 

Train Service. — Wages of trainmen should be charged to 
the divisions upon which they run. When they run in common, 
upon two or more divisions, the several divisions should l)e 
charged on the basis of the number of miles run on each, or as 
may be agreed upon by the superintendents of the respective 
di^sions. 

Train Supplies and Expenses.— No division of the charges 
for ^ Train supplies and expenses ^^ should be made by store- 
keepers, the gross charges being apportioned between divisions 
by the accounting officer on the basis of car mileage. 

Switchmen, Flagmen and Watchmen.— When the expense 
is common to two or more divisions, the basis of apportionment, 
unless otherwise directed by the accounting officer, should be 
agreed upon by the superintendents of the divisions affected. 
In all cases of disagreement or doubt as to the correctness of 
apportionment, reference should t)e made to the accounting 
officer for his decision. 

Telegraph Expenses.— When the expense is common to 
two or more divisions, the basis of apportionment, unless other- 
wise directed by the accounting officer, should be agreed upon 
by the superintendents of the divisions affected, in consultation 
with the superintendent of telegraph. In all cases of disa- 
greement or doubt as to the correctness of apportionment, refer- 
ence should be made to the accounting officer for his decision. 
When such expenses are common to the whole road, an account 
should be opened as follows, viz. : **Tel^^aph expenses — Com- 
mon." (charges of this description should be apportioned to 1*6 
several divisions of a road by the accounting officer on the 
basis of gross earnings. 

Station Service. — When the expense is common to two or 
more divisions, a special basis of apportionment, unless other- 
wise directed by the accounting officer, should be agreed upon 
by the superintendents of the divisions affected. In all cas^s of 
disagreement or doubt as to the correctness of apportionment, 
reference should be made to the accounting officer for his 
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decision. When such expenses are common to the whole road, 
an account should he opened as follows, viz. : " Station service 
— Common.'' Charges of this description should be apportioned 
to the several divisions of a road by the accounting officer on 
the basis of gross earnings. 

Station Supplies. — Station supplies should be charged 
directly to the division upon which the station is located, except 
in the case of joint stations; in the latter case, the basis of appor- 
tionment, unless otherwise directed by the accounting officer, 
should be agreed upon by the superintendents of the divisions 
affected. In all cases of disagreement or doubt as to the cor- 
rectness of apportionment, reference should be made to the 
accounting officer for his decision. 

SwiTCHiNci Charges— Balance. — The apportionment of 
charges for "Switching" to the several divisions of a road 
should be made by the accounting officer on the basis of freight car 
mileage. 
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Car Mileage — Balance. — The apportionment of charges 
between divisions on this account should be made by the ac- 
counting officer on the basis of car mileage. 

Hire of Equipment.— The apportionment of charges 
between divisions on this account should be made by the ac- 
counting officer on the basis of car or locomotive mileage as the 
case may be 

Loss AND Damage. — When the expense is common to two or 
more divisions, a special basis of apportionment, unless other- 
wise directed by the accounting officer, should be agreed upon 
by the superintendents of the divisions affected. In all cases of 
disagreement or doubt as to the correctness of apportionment, 
reference should be made to the accounting officer for his 
decision. When such expenses are common to the whole road, 
an account should be opened as follows, viz. : ^Loss and damage 
— Common.^^ Charges of this description shonld be apportioned 
to the several divisions of a road by the accounting ofacer on the 
basis of earnings. 
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Injuries to Persons.— When the expense is uommon to two 
or more tlivislons, the basis of apportionmeat, imlesB otherwise 
directed by the accounting officer, should be agreed upon b; the 
superintendents of the divisions aifected. In all cases of dis- 
agreement or douht as to the correctness of apportionment, 
reference should be made to the accoimtia^ officer for tils 
decision. When the expense Is common to the whole road, an 
account should be opened as followsi viz; "Injuries to per- 
sons—Common." Charges of this description should l>e appor- 
tioned to the several aivl^ions of a road by the accountinj^ 
officer OD the basis of locomotive mileage. 

Clearing Wrecks.— When the expense is common to two or 
more divisions, the basis of apportionment, unless otherwise 
directed by the accounting officer, should be agreed upon by the 
superintendents of the divisions affected. In oil cases of dis- 
agreement or doubt as to the correctness of apportionment, 
reference should be made to the accounting officer for his 
decision. 

OfEHATiNG Marine Equipment.— When ferry boats, tuga, 
etc., are used in common by two or more divisions, the tiasis of 
apportionment, unless otherwise directed by the accounting 
offlcer, should be agreed upon by the superintendents of the 
divisions afTected. In all cases of disagreement or doubt as to 
the correctness of apportionment, reference should be made to 
tlie accounting offlcer for his decisi<Hi. 

Advertising.— The apportionment of charges for "Adver- 
tising" to the several divisions of a road should be made by the 
accounting officer on the basis of earnings. 

Odtside Agencies. — The apportionment of charges for " Out- 
side agencies" to the several divisions of a road should be made 
by the accounting offlcer on the basis of earnings. 

Commissions. — When the charges alFecttwo or more divisions, 
they should I>e apportioned on the basis that the earnings on 
which commissions were paid were divided. 

Stock Tards and Elevators.— These expenditures should 
t^e diarged directly to the division upon which the structures are 
located, except in the case of joint structures; in the latter case 
the basis of apportionment, unless otherwise directed by the 
accounting officer, should be agreed upon by the superintendents 
of the divisions affected. In all oases of disagreement or doubt 
as to the correctness of apportionment, reference should be made 
to the accounting offlcer for his decision. 

Rknts fob Tracks, Yards and Terminals.— The appor- 
tionment between divisions of charges on this account ehonld be 
made as directed for " Stationery and printing," 

Rents op Buildings and Other Pbopbbtt,— The appor. 
tionment between divisions of charges on thia aooonnt itaould hti 
made as directed for " Stationery and printt ' 
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Stationery and Printing. — When the expense is common 
to two or more divisions, but not common to the whole road, a 
basis of apportionment, unless otherwise directed by the ac- 
counting officer, should be agreed upon by the superintendents 
of the divisions affected. In all cases of disagreement or doubt 
as to the correctness of apportionment, reference should be 
made to the accounting officer for his decision. When the charge 
is common to the whole road, an account should be opened as 
follows, viz.: "Stationery and printing— Common."" Charges 
of this description should be apportioned between divisions by 
the accounting officer on the basis of gross earnings. 

Other Expenses. — The apportionment between divisions of 
charges on this account should be made as directed for ** Sta- 
tionery and printing." 

GENERAL EXPENSES. 

Salaries of General Officers. — The salaries of general 
officers should be apportioned to the several divisions of a road 
by the accounting officer on the basis of gross earnings. 

Salaries of Clerks and Attendants. — The salaries of 
clerks and attendants should be apportioned to the several divis- 
ions of a road by the accounting officer on the basis of gross 
earnings. 

General Office Expenses and Supplies. — The apportion- 
ment of charges to the several divisions of a road should be made 
])y the accounting officer on the basis of gross earnings. 

Insurance — An account should be opened with each division 
of a road for which expense is incurred, when the same is 
known; when common to two or more divisions, but not common 
to the whole road, a basis of apportionment, unless otherwise 
directed by the j;ccounting officer, should be agreed upon by the 
officials interested. In all cases of disagreement or doubt as to 
the correctness of apportionment, reference should be made to 
the accounting officer for his decision. When the charge is com- 
mon to the whole road, an account should be opened as follows, 
yiz. : " Insurance— Common." Charges of this description shoiUd 
be apportioned between divigionsby the accounting officer on 
the basis of gross earnings. 

Law Expenses.— The apportionment between divisions of 
charges on this accomit should be made as directed for ^In- 
surance.^ 

Stationert and Peontino (General Offices).— The appor- 
tionmoit of charges to the several divisions of a road, should be 
made by the accounting officer on the basis of gross earnings. 

OrmEB ]iZPEN8BS.^The apportionmoit of charges between 
divlBlonson ttdsaococnitflhonld be nude by the accounting officer 
ontiieliHliof groM ewninga. 




Looomotiye " South Carolina/' A. D. 1832. 



1 ■-. ^■ 



<W> 



^•■Au 



CHAPTER XII- 

SUMMARY OF RAILWAY DISBURSEMENTS, I90LUDIKQ 
THE ITEMS OHARGEABLS AGAINST INOOMS. 

The disbursements of a railway may be classed 
under two heads — ^Permanent ^d Temporary. 
Permanent expenditures embrace those known 
as construction ; temporary expenditures those we 
place in the scales against earnings, i. e., expeiid- 
itures paid for out of earnings. All other dis- 
bursements are of a transitory nature merely, i. e., 
book accounts settled in cash or in kind; they do 
not come under the head of disbursements in the 
sense we use the word throughout this book. 

A summary of railway disbursements is appro- 
priate in this place and will fitly oIqsq the sal)- 
ject. It is as follows: 

Construction.— This acoonnt ig described oliowh ere; it pn^ 
erly epibraces the ori|(inal or first oost of propeity ; all dMorae- 
ments, ^zpenses, ooslis, commiasioiiii, sulsrie^ fod 4^i4f UlPfffTfi 
in connecUon therewith or incident tbereto; Hbt^ 9fiPfimt Ww- 
est on the amount invested wliile a property is la oeona of 
construction and before it is opened for bosiiiseB; afl dfiiiwiiio 
ments and losses suffered in tlie sale or disposal of boo6a^ tjf^gn^ 
securities or assets, tlie proceeds of whi<£ are used In itis piiar- 
chase or development; idl expenditures on aocoont of its rij^ts, 
f randliises and appurtenances These eonstitaie iriiat Is knoiwii 
as construction account. 

OpbratingExfknsbs -' I one inirea u 

elsewhere in detaU;fiiey «^ ^ »i»< j 

and maintaininjc theaam luc » %»& .../a auu <i»» 

newala m ^^i «w v a. 
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logs, equipment and other property, real or personal, also taxes 
on capital stock, earnings, dividends or interest, and for all other 
purposes whatsoever. 

Interest on Bonds.*— This is also a charge against income 
or revenue. It embraces interest on the funded* debt of a com- 
pany and all premiums paid on gold or currency, or for any 
other purpose rendered necessary to satisfy the obligation of 
this account, also amounts paid for exchange used to meet inter- 
est payments.! 

Interest on Floating Debt, Discount and Exchange. — 
This account is also an offset against income or revenue. It in- 
cludes interest on floating debt, and discount suffered in sale of 
current paper or disposal of kindred accounts; also balance of 
amounts paid for exchange on drafts, checks, notes, bills of ex- 
change, etc., not otherwise provided for. 

Rentals. — This account is also an offset against income or 
revenue. It includes amount of rentals for leased lines, bridges, 
ferries, steamboats, rolling stock and other purposes not included 
in operating expenses.^ 

Dividends on Stock. — This account is also an offset against 
income or revenue. It includes dividends on capital stock or 
evidences of the latter, or substitutes therefor.§ 

* The practice in regard to entering interest charges upon the books of 
companies differs. In some cases the cnarge is not made until the interest 
becomes due. Thus if the interest is payable on the 1st of July, the amount 
of the interest accruing is brought upon the books in July; upon some 
roads it would be brought upon the books as of the last day of the preceding 
month; still other roads charge up the interest from month to month as it 
accrues. This last named plan is a most excellent one; the books thus show 
always the gross amount that is chargeable against income and the utmost 
possible liability of the company for interest. 

t In those instances where it is necessary to buy exchange to pay inter- 
est, asin the case of an American road having its interest pavable in Amster- 
dam, the cost of exchange should be charged to ''Interest on bonds. '* 

t In the absence of instructions to the contrary, rentals should be charged 
upon the books from month to month as the rent accrues. Rent of tracks, 
buildings, yards and terminals are charged as an operating expense, as they 
appear, under the head of " Outside agents," or '' Rents of tracks, buildings, 
yards or terminals." 

$ The amount of a dividend should be brought upon the books in the 
month in which it is declared and should appear in the returns for such 
month. 



CHAPTER XIII. 

PEAOTICES OF ENGLISH RAILWAYS IN ACCOUNTING 

FOB MATERIAL AND FUEL. 

For the purpose of account keeping, stores are classified un- 
der three heads, viz.: coal, general stores and permanent way 
stores. Orders for material required are sent to the tradesmen, 
signed by the general store superintendent; on the back of the 
orders are printed the conditions on which the material will be 
accepted. An account is opened with each tradesman from whom 
goods are purchased. At the end of the month tradesmen's ac- 
counts are checked with the invoices and entered into day boolu 
or invoice journals and posted therefrom to the debit of the 
respective stock accounts on the stock ledger. A list of accounts 
is then made, certified to by the general stores saperintendent 
and submitted to the general stores committee of the board for 
approval. The accounts and lists are then sent to the accountant 
of the company for payment 

Goods received at stores are entered into ^ goods received 
books,'' which are sent to the stores superintendent's office to be 
compared with the invoices. The stores examiners are not al* 
lowed in any case to have access to the invoices, but after the 
goods have been checked price lists are furnished for the gpid- 
ance of the superintendent's assistants in pricing out the materi- 
als to the consuming departments. Requisitions for stores and 
stationery for the traffic department are made monthly and coun* 
tersigned by the general manager. They show the quantity on 
hand, date and quantity of last supply, and quantity required. 
The quantities sent out are recorded in detail against each sta- 
tion in order to compare the supplies of one period with another. 
Requisitions for stores for the locomotive, carriage, and way and 
works departments are made as the material Is needed. Th&y 
show the quantity and description of each Und of material or- 
dered and the purpose for which it is required. 

From the requisitions the stores porters get out ttie goods and 
the derk9 m^ mt U19 d^Uyery notes showing tiie artleta, qoan- 
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tity and value, which are copied into an " issue book,'' but the 
money portion is torn off before they are sent out. Each con- 
smntn^ department is, however, provided with a prioe list The 
traffic department is charged with the gross monthly purchaMs 
tor that department, and not for detailed supplies sent to each 
station; any variations Id stocli are adjusted half yearly or 
yearly. The press copies of the delivery notes for material 
issued to the locomotive, carriage, and way and works dopart- 
ments are checked every week and the amounts entered Into an 
" issue summary book," a separate book being used for each con- 
suming department From these books the several stock accounts 
on the stock ledger are credited. From the issue summary hp<ilE|| 
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a statement of stores issued is made each week and forwarded to 
the accountant. This shows the total value of material issued 
during the week to each consumiu); department. On receipt of 
the goodii by the consuming departments the goods are checked 
with the copies of the requiritions by the stores foreman who has 
charge of the material, and the delivery notes are receipted aad 
returned to the stores department. 

Material can not be obtained from the stores foreman without 
a written order signed by the works manager or foreman of ti)9 
shop. The order states for what purpose the stores are required. 
From the requisitlona and orders weekly statements are made by 
each consuming department, showing the quantity and valoa of 
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material chargeable to the several expense aocoimts. These state- 
ments are forwarded to the accountant and should agree in total 
with the weekly statements sent him from the stores department 
of material issued to each consuming department. The account- 
ant charges the expense accounts with the material used in ac- 
cordance with the distribution returns furnished him by the sev- 
eral consuming departments. 

Coal is sent directly from the colliery to the station where it 
is to be used. Colliery advices, after being entered by the general 
stores superintendent, are forwarded to the stations where the 
coal is sent, to be certified to by the receiving agent. The weights 
shown are checked and the advices returned to the general stores 
department. After ascertaining that the amounts are correct, the 
stores superintendent reports on his statement of issues to the 
accountant the actual monthly purchase. Coal is weighed out to 
engines receiving it at stations and the returns thereof are sent 
to the locomotive superintendent, who sends a statement to the 
accountant showing the total weight o( coal issued each week* 

An inventory is taken periodically and compared with the 
stock ledger, the books being adjusted to the actual by debit or 
credit entries, as the case may be. The books and Inv^iitQries of 
the stores department are checked with the actual stofk by the 
accountant's staff. The administration exi^nses of the stores 
department are apportioned to the ▼arioas oonsmning depart- 
ments at the end of each year. 
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CHAPTER XIV. 

PRACTICES OF ENOUSH RAILWAYS IN KEEPING THE 

TIME OF EMPLOYES. 

The time of men employed in the way and works depart- 
ment is kept by the f^ng foremen. They are provided with 
two time books (one for each alternate week), in which they en- 
ter daily the time worked by themselves and the men under 
them. At the end of the week each foreman sends his book to the 
inspector of the circuit in which he is located. The inspector 
makes up his book therefrom. It shows the time, rate and 
amount due each man, the works on which they were enga||;ed 
and the total amount payable at each station in his circuit. He 
certifies to the correctness of the returns and forwards with the 
foremen's time books to the district superintendent to be exam- 
ined, summarized and forwarded to headquarters for the pay 
bills to be prepared. 

The time of men employed at stations is kept by the stir 
tion clerk or goods agent in charge, who keeps an aecorate dally 
record of the time made by each servant of the company under 
his control. At the end of the week pay bills are made and aenl 
to headquarters. 

The time of engineers and firemen is kept by the locomo- 
tive foremen or their clerks, who enter into a day book tbe iiiuii- 
ber of hours on duty and miles run. The engineers and firemen 
are required to sign their names in a book and enter tbe extol 
time when going on or off duty, stating the due time of train and 
engine number. 

The time of shop men is made np from tbe worUnga of 
their checks. These checks, which bear tbe men^i registered 
numbers, are deposited in the time oflioe by the workman on en- 
tering and are returned to them on leaving the premfsea, morn- 
ing, noon and night. The time is entered up In the dbMdc and 
time books by the clerks. At the end of the week tiie time 

worked by each man is transferred to gate tlmeiheeta, wbieb 

Cni) 
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show the rate. These are sent to headquarters. Shop time 
sheets are filled out by the shop foremen, who enter the time 
the men are employed on each description of work during the 
day. These sheets at the end of the week are also sent to head- 
quarters. The time as reported on the shop time sheets is then 
compared with the gate time sheets and the pay bills are made. 
After the pay bUls have been made at the headquarters of the sev- 
eral departments, they are forwarded with the time books, time 
sheets and distribution reports, to the acccountant. 
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APPENDIX A. 

MATERIAL ACCOUNT — ^SYSTBM OP ACCOUNTINa FOB 
MATERIAL PURCHASED AND DISBURSED, RECOM- 
MENDED BY THE STANDING COMMITTEE ON DIS- 
BURSEMENTS OF THE ASSOCIATION OF AMERICAN 
RAILWAY ACCOUNTING OFFICERS. 

^It is believed that the essentials of a correct system will be 
found in the following general outline: 

"^The purchasing agent to furnish the storekeeper with all 
standards and copies of aU contracts, agreements and speoificar 
tions for material to be purchased and to forward him pnmiptly 
aU invoices received. All materials purchased to be placed at 
once in the custody of the storekeeper, who should inspect the 
same and certify to the correctness of the invoices as to quantity, 
quality and price; examine extensions and footings; take up tibie 
amounts in his material account; prepare vouchers certifying to 
the correctness thereof and forward them to the pnrcluiang 
agent, who wiU examine prices, certify to their correctness 
and forward to the manager for approvaL After being approved 
by the manager they should be transmitted to the acoountlBg 
department, where, if found correct, they should be chuged to 
the storekeeper and approved for payment. 

^ All material issued bythe storekeeper will be upon propeily 
approved requisitions. When material is issued an invoice of tibie 
same will be forwarded to the division or department to whidi 
it is issued ; the division or department, after checkiiu|f material 
received against the invoice and finding the same to Se oorreet, 
will mark the invoice ^correct,' and file untU the end of tibe 
month ; if incorrect in any particular, the question will be taken 
up at once with the storekeeper for adjustment. 

"^ At the close of each month^s buinness tlie storekeeper will 
forward to the divisions and departments a summary of invoices 
made and charged against them during the month; the amount 
so charged to be taken up by these divvdons and departments in 
their accounts for the same month. The summaries of invoioee 
forwarded should in all cases be accompanied hy legible impree- 
sion copies of the same, such impression copies to be retained by 
the divisions or departments against ^i^ch tiie invoices are 
made, the ^originals* to be certified toby the heads of snoh 
divisions or departments and sent to the accounting depart- 
ment with their monthly reports or accounts current The ad- 
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juBtmcQtof all differences arising from non receipt of tnTotcwor 
other causes, and till errors, except errors in footln}^ of sum- 
maries, should be made in tbe succeeding montli. 

" The same rule wi)J apply throughout between dlyisionB and 
departments covering material transferred between themseives. 

" The etorekeeperB and heads of diTiaions or departmenta will 
render to the accounting department a monttily report or ac- 
count current in which shall be shown, under the proper head- 
ings, the amount of material (as well as labor) received and dis- 
bursed during the month. 

" When the annual inventory ia completed, the balance of 
material on hand, as shown by the books of the storekeeper, and 
those of each division and department should be adjusted to 
conform thereto, and the discrepancy between these balances and 
the proper value should be distributed to the expenses of tiie 
current year. 

"To insure correct accounting for materia] it Is important to 
have competent foremen to report material used or t^en out of 
track, structures or equipment, as well as competent accountants 
at storehouses and at division and department headquarters; 
and where these accountants are not under the immediate direo- 
lion of the accounting department it ia well to have a represen- 
tative of that department visit the various division headquarters, 
idiops and roadway departments from time to time to see that 
material is being properly accounted tor. 

"Prices at which the newmaterialls cbareed out by the store- 
keeper to include freight paid to other roads, and may include 
the salary and expenses of the store department, prorated oa 
the value of materials Invoiced each montb. 

" The prices at which second hand material should be taken np, 
charged out or Invoiced should be fixed from time to time Of 
the purchasing agent. 

*' Divisions or departments releasing material from the track, 
structures or equipment of the rtdlway should take tbe value of 
the same up at once in their material account, even though the 
material should be used and charged out again in thesame month. 

" In the shops of the company labor expended upon material 
in process of manufacture or upon uoflnisbed equipment should 
be charged to the material account until tbe finished article Is 
charged out to 'Repairs,' 'Equipment' or 'Conatruction.' 
Pro^alon should be made in the material report blanks for the 
debit, under proper heads, of all material received and taken 
from the track, structures or equipment of the road, for credit 
on account of material transferred to otlier divisions and deput- 
mente or sold to individuals and compajiles, and for credits on 
account of material used, under the proper general heads, in 

detail. There should accompany tbis report a list of vour' 

taken Into account, and a list of Individuals and conpany 
for which credit has been token." 
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GENERAL DISTRIBUTION OF LABOR BOOK. 

ORDER IN WHICH ACCOUNTS SHOULD BE OPENED ON THE OXN- 

ERAL DISTRIBUTION OF LABOR BOOK. 

Operating expenses in their order. 

Rebuilding accounts in their order. 

Construction accounts in their order. 

In connection with "^Repairs and renewals of .bridges and 
culverts ^^ or ^Bridges, culverts and viaducts,^* a separate aoooimt 
should be opened with each bridge, etc. 

In connection with "^Repairs and renewals of bolldiiigB 
and fixtures,^' or ^ Buildings, furniture and fiztuiea,'' a septiato 
account should be opened with each buflding. 

In connection with ^Repairs and renewals of doekl and 
wharves^ or ^ Docks and wharves,^ a separate aoooimt aboilld be 
opened with each dock or wharf. 

In connection with ^Repairs and renewals of loeomo- 
tives,^^ a separate account should be opened with eaoli engine. 

In connection with ^Repairs and renewals of lloatlni^ 
equipment,'* or "^ Expenses of barges, floats, togs and ferry boats,* 
a separate account should be opened with eadi ferry boat, ete. 

In connection with ^Repairs and renewals of diop 
machinery and tools,^ or ^ Shop machinery and toolSi'*' a 
account should be opened with each diopi 

Labor charged to material. 

Labor invoiced. 

Articles manufactured by a company* 

Coal account. 

Wood account. 

Various persons aooonnts. 

Miscellaneous accounts. 

Final recapitnlatioiu 
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RECAPITULATIONS. 

For statistical purposes a separate operating or constru- 
tion account should be opened with each building, bridge, 
culvert, viaduct, dock, wharf, ferry boat, stock yard, dining car 
and locomotive for which expense is incurred, but the amount 
entered in the final recapitulation of expenditures, and carried 
to the general books, should be the aggregate amount expended 
under the head of each operating expense or construction ac- 
count. Therefore, in order to bring together under one heading 
the amount to be carried to the final recapitulation, and also in 
order to post readily therefrom to the statistical accounts, a sub- 
recapitulation of the several operating and construction ac- 
counts is required, in the following manner, viz. : 

Becapitulation of ^ Repairs aiid renewals of buildings and fixr 
tures^'' or ** Buildings ^furniture and fixtures,'''' 

In making the recapitulation the following should be ob- 
served: 

1. The recapitulation should specify the building charged 
in such a manner that its identity can be determined therefrom 
with certainty. 

2. The buildings should be entered in the order of geo- 
graphical location ui>on the line. 

3. The recapitulation should show the amount oharged to 
each building and the number of the page of the distrllration 
book on which the account may be found. 

4. In case credits appear in the recapitulation, the foot- 
ing to be shown should be the difference between the amount 
of the debits and the amount of the credits. 

5. A separate recapitulation should be made lor each di- 
vision chargeable in ^Bepairs and renewals of buildingB and 
fixtures,^' and the total of each should be carried to the aooonnt 
and division chargeable in the final recapitulation of eacpend- 

(818) 
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itures. In ^* Buildings, furniture and fixtures,'^ no apportion- 
ment of charges to divisions should be made. 

BecapUulation of "' Repairs and renewals of bridges and cul- 
verts'''^ or ^ Bridges^ culverts aivd viaducts,'''* 

The recapitulation should commence with the bridge hav- 
ing the lowest number, the others following in numerical 
order, and in case of " Repairs and renewals of bridges and cul- 
verts," closing with the general account. Otherwise the form 
and purpose of the recapitulation for bridges and culverts are 
the same as prescribed for buildings. 

Becapitulation of'^Bepairs and Benewals of Locomotives.''^ 

The recapitulation should commence with the locomotive 
having the lowest number, the others following in numerical or- 
der, closing with the general account. 

In repairs of locomotives, no apportionment of charges to 
divisions should be made. 



The same course will be pursued in the case of docks, wharves, 
ferry boats and stockyards as is prescribed for buildings. 



On the general distribution of labor book the accounts named 
below should be recapitulated and the total amount of the 
same carried to the final recapitulation at the close of the book 
under the head of *" Manufactured material." The accounts re- 
ferred to are : 

Labor charged to material. 

Labor invoiced, and 

Articles manufactured by the company. 

Final recapitulation of expenditures, (Labor.) 

A recapitulation of all the accounts in the general distri- 
bution of labor book should be made at the end of the book. In 
opening the recapitulation the following information should be 
given, viz. : 

1. The names of the operating expense accounts, in order. 

2. The pages of the book on which they are to be found, 
and lastly, the total amount of labor chargeable ; for example : 
''Repairs and renewals of buildings and fixtures, blank division, 
page 12, ^126.30," and so on with the other accounts. 
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3. The final footing of the recapitulation should agree ex- 
actly with the amount of the pay rolls distributed. 

4. A summary of pay rolls, showing the amount of each 
and the total of all pay rolls distributed, should be shown on 
the page immediately preceding the final recapitulation. 

5. No accounts should be entered in the final recapitulation 
of expenditures except those designated, or those specially au- 
thorized by the accounting oflScer. 

6. Bridge and building rebuilding accounts, also addition, 
enlargement and improvement accounts, should be merged 
in the operating expense or construction accounts to which they 
belong, as the case may require, and the combined amount should 
be carried to the final recapitulation. 

7. But one entry should be made in the final recapitulation 
of expenditures to any one account. 

Following the recapitulation, the distribution book should be 
signed by the storekeeper or official in charge, the signature 
being attached to the subjoined certificate, viz. : "' I hereby cer- 
tify that the above recapitulation is a correct record of all labor 
performed." 

Becapitulation of material invoice accounts. 

A recapitulation of the invoice accounts should be made 
on the general distribution of material book at the end of the 
month, the same to be arranged in the order in which the ac- 
counts are directed to be opened, viz. : 

1. Total material received by purchase or from other supply 
stores and shops separately. 

2. Total material forwarded to other supply stores and shops 
separately. 

This recapitulation should be entered immediately before 
the final recapitulation of expenditures, and should not be footed. 

Final recapitulation of expenditures, (Material,) 

A recapitulation of all the expenditure accounts should be 
made at the end of the general distribution of material book. 
The accounts should be entered in their order, commencing with 
the operating and ending with the construction and misoellane- 
tous accounts. The page on which the details of each accoun 
may be found should be given in the column provided. The 
recapitulation should be footed. 
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In case credits appear in the recapitulation, the footing to 
he shown should he the difference between the amount of the 
credits and the amount of the debits. 

As a matter of convenience, and to insure accuracy, creditB 
entered in the recapitulation should be made in red ink. 

Except as otherwise provided, the forn> and purpose of this 
recapitulation are the same as those provided for labor ac- 
counts. 

Following the final recapitulation, the distribution book should 
be certified by the storekeeper or official in charge, the certificate 
being as follows, viz. : ** 1 hereby certify that I have carefully 
examined the extensions and footings as entered in this book, 
and find the same correct.^ 
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APPENDIX D. 



SECTION FOREMAN'S 

DISTRIBUTION OF TRACK MATERIAL, 

for month of 18 

SecbionJfo Division, 



MATERIAL RECEIVED BY SECTION FOREMAN. 



From whom Material was RaceiTed. 



CAR NO. 
INITIAL. 



ABTICLES. 



NUMBER 
QUANTllT. 



91 



(tU) 
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MATERIAL USED BY SECTION FOREMAN FOR 

"REPAIRS OF ROADWAY AND TRACK." 

(Write fhe names of articles used wben they are not printed.) 



ARTICLES. 



Axes, Chopping, 

*' Hand, 
Axe Helves, 
Adzes, 

Adze Handles, 
Angle Bars, New, 
*' Usable, 



II 



Brooms, 

Bolts, Sq. Nnt, Pounds, 
" Hex. Nut, 



Chairs, Switch, Single, 
" Double, 
Crowbars, 
Clawbars, 
Cold Chisels, 



Di 



sasT 



Fish Platet, 
Flags, White, 

'* Red, 
Frogs, New, 
" Repaired, 



Hand Car Braaiet, 
Hammers, 
Hand Saws, 



No. 



Number or 
Quantity. 



ARTICLES. 



Lanterns, White, 
»• Red, 

Lantern Globes, 
" Tubes, 



Number or 
Quantity. 



Matches, 



Boxes, 



Nut Locks, 
Nuts, 



Number, 
Pounds, 



Oil, Car, 
" Kero. 
" Signal, 
" Cans, 



QaUons, 



14 



Posts, Cedar, Number, 

•* Oak, 
Picks, 
Pick Handles, 



Striking Hammers, 
Stone, Yards. 

Spikes, R. R, Pounds, 

" Boat, 

" Cut, 
Shovels, 
Sledges, 
Sledge Handles, 
Spike Hammers, 
Spike Hammer Handles, 
Spades, 






^Oonttntied on next PMe.) 
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MATERIAL USBD BY SECTION FOREMAN FOR 

*« REPAIRS OF ROADWAY AND TRACK," 

(Write the names of artides used when they are not printed.) 





Number 


1 Number 


ABTICLBS. 


or 


ABTICLBS. 


or 




quantity. 




quantity. 






TW ("for BsBswal tf ffiai.*') 




Scythes, 




Oak, 




'" Snaths, 




Cedar, 




Scoops, 




Hemlock, 




Switches, 




Ash, 




Switch Stands, 




Culls, 




'* Plates, 




Switch, 
Bridge. 
Heaa Blocks, 




Torpedoes, 








Tamping Ban, 














lAU ("for Inml of liili.") 


ITfV. 


mmk 






Steel, lb., Feet 










lb., *• 










lb.. •* 










lb. 










lb.I •* 






Washers, Pounds, 




lion, Uk, •* 






Water Kegs, 
•* Pails. 




lb., •• 






Waste. Pounds, 




lb., •• 






Wheelbarrows, 




lb. • 






Wrenches, 




IbJ • 






Wicking, 




Sr, 






Whetstones, 




w 







MATERIAL USED BY SECTION FOItEMAN FOR OTHER 



What material was 
used for. 



Description of artSclee used. 



MATERIAL SHIPPED AWAY BY SECTION FOREMAN. 



Car No. 
TO WHOU SHIPPED uid ARTICLES. 

iDltiaL qpuUtr' 



^ 
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SECTION FOREMAN'S REPORT OF MATERIAL AND 
TOOLS ON HAND AT END OF MONTH. 

(Write names at uUcIw when Oej an not printed.) 



y 







aCABTITT or 


AHTICLKB. 


DAsrm OP 


ABTICLBS. 


if 
111 


li 




iiii 






iij 




n\ 


ai 


'^■ffi-r^' 








ProgB, Sou, 






Aie BeWex. 








Fencinp. Lnmlwr. Fesi 






AdleHBudlos. 








"■■" ■■ FaslnT* 














Tlgllfni, 














Fence Bmrd«, 






AmvIIb, 








Fllei, 






Angk B|^. New, 




























oring TrinlB,*" *' 




























nek Saw-, 














Tscee UDd BlU, 








sa;?r..,u. 






04rfBul«, 




















:: :;iSa. 






ell^ini. 








■ " B•«eM^ 






tidgo Wrenches, 








■ ■■ Cluine, 






Boll', 8q. Nut, 


ll» 






EKunmere, 






" Hei. Nuts, 








iBtcheM. 






Briub Houlu, 








Haod SBwa, 






CBnl Hooks, , 








iugef. 






'^''"'"'DiilKffl*'^'"'' 




























" Step. 








Iron. It* 






ChQiti. 


Ibt 












Cm»lfar>, 














Clawban. 








Jack Soewg, 




















Cold Cblxel*. 














CIsmpB, 








LinlBKB.™, 






C^HMnt, 
CuQngi, 


-r 






LevBlini- Hod«. 














Lanterne, While. 






Cro.etosalgnB, 








Ked, 






'■ Poala, 








LBntern Olobe^ 






" Plmk. 








■■ Tabes; 






Clutk, 








Lock*. CbEBt 






Car LinkB, 








■' Pndloeis, 






" PlB^ 














BSs:;-- 








■ Pint. 






Brniv Knl™, 






king r-ts. 












nrushee, 
Po»Ce. 






PtBh^Lata*'. 


No 




Fl«s«. WUW, 












'■ B«!, 












Frogs, Cn» 














1 
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SECTION FOREMAN'S REPORT OF MATfiRIAL AND 
TOOLS ON HAND AT END OF MONTH. 

(Wrlle tbe namee of artldea whea Ihey are not printed.) 







OUAHTITT OE 




"tTAMTlTl" of 




■sir 


a=a 


T- 


-,%^ 


ABTICLBS. 




1 


1 


™" 


1 
y 


!3_ 


Nuts, 


lb». 






pledge Haodles, 






(Jlppam. 








Spike Hammete, 














Spadep. " 














3rji_beB 






" Cane. 








Bcrapers. 






Pinch Bari. 








ScreK"; DoKn, 






Paint Bniebes. 








rape Lleei. 
?l3eVrro.k., 


















&fced.,. Naz 


Dbsr 






Klo^^rrBara 
rcH>l Bomb, 






Pkk(. " ' 














Pick Han<ilflP, 
Post Augers, 








Velocipedes, 






PilM. '"' 


Feet. 






(Fathers, Ibe 






Pitchforks. 








- PaiV 






SalFlng Bara, 








Waste, IbB. 






Rill Forks. 














Rakea, 








Wrenches, 






BatthBt Drill., 








Wlcbtng, 














Wire. 






Roirer^, 








Whotetonei., 






Hope, 


Iba 












Se»ene, 








HH, Ion naua not ui ne=.» 


Ti?r 


WoreOrt 










Oak, 






Bh«».* H™"'"- 








□cdar. 








jd* 






Hemlock, 
^h. 














□dIIb. 






^-'^^"••a.-. 








SK: 






'•Split, 








U<;nil Blocks, 




















""'' Rki""'" 














■■ aianda. 










»w. 


^ i 


" Lampp. 

:: ri'o'nil-a. 




11, 
















Bpi'koB, K?sr'' 


Ibi 












■■ Boat, 














■' Cat, 








Iron. b.,' •; 






ShoTeli, 












; 


BtralEhteningMachln 












J 


la;."""-' 








b,: 

>b.. 




.: 
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FOBM 18 — COKTESCED- 



[Back of 1,etter op Advice,] 
Agreement jpan the part of Payee. 



This letter ol Bcivtce, upon which pavmcnl (ot whr™ !■ 
made. Is tccejited by me in Cull ps; menl for servlcsB o[ evtirj' 

orcarapanleaowned ur coutrollcl by it, up to and InclurJiiiK 
the time spealfied heisin. 

It Ii tceepled by me subject ut the rules and r^ulationa ot 
UwCompsnr Kovemliie iu iuue, I aeree not to negotiate it 
or attempt to collect 11 tb rough any hank or colleotioD Bgeuc;. 
but to present It In peraoD to the pitymaatcrol the Company, or 
■Doh aeent as may be authorized to pay It. 

It In alio underatood -and agreed to by me, as wltneaeed b; 
my signature hereto, that In the event I should loce (hiA letter, 
or It should olherwlse pass out of ray bauds, aud in cotise- 

Suence ths amonut c&ltea lor shoulil he paid (o a wrougperaon, 
Will not hold the Company respauBlblc for tbe smouut. 
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Rate 

of 

Wages. 














No. of 
miles 
run. 














• 
• 


1 ! 1 1 1 t 














No. of Train 
(going East or 
Soum, even 
numbers.) 














No. Of 
miles 
run. 














1 


. 


1 1 1 1 1 


1 

1 








No. of Train 

(going West or 

North, odd 

numbers ) 














NAMES OV STATIONS 

BETWEEN which he ran. 
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Form 17— Continued. 



[Back of Time Ticket.] 
Agreement upon the part of Payee. 



This Time Ticket, upon which payment for wages is m»iOm, 
is accepted by me in fuU payment for services of every nam« 
and nature for the Railway Company, 

or oompanfes owned or controlled by it^ up to and including 
the time specitied herein. 

It is accepted by me subject to the rules and regulations of 
the Company governing its issue. I agree not to negotiate it 
or attempt to collect it through any baxik or collection agetaey, 
but to present it in person to the paymaster of thercompany.or 
such agent as may be authorized to pay it. 

It is also understood and agreed to by me, as witnessed bj 
my signature hereto, that in the event I should lose this ticket* 
or it should otherwise pass out of my hands, and in conae- 

?uence the amount called fOr should be paid to a wrongperwm, 
will not hold the Company responsible for the amount. 



S^nature of Payee^ i. «., person to whom this iiekei is iximetL 



Witness: 



* ''^^^t •••••*•*••• 
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Form 18— Continued. 



[Back op Letter op Advice.] 
Agreement upon the part of Payee. 



This letter of advice, upon which payment for wages is 
made, is accepted by me in full payment for services of every 
name and nature for the Railway Company, 

or companies owned or controlled by it, up to and including 
the time specified herein. 

It is accepted by me subject to the rules and regulations of 
the Company governing its issue. I agree not to negotiate it 
or attempt to collect it through any bank or collection agency, 
but to present it in person to the paymaster of the Company, or 
such agent as may be authorized to pay it. 

It is also understood and agreed to by me, as witnessed by 
my signature hereto, that in the event I should lose this letter, 
or it should otherwise pass out of my hands, and in conse- 

?uence the amount called for should be paid to a wrong person, 
will not hold the Company responsible for the amount. 



Signature ofPayee^ $. e.y person to whom this letter is issued. 



Witness :. 



Title :. 
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Form 26 — CoNTmuED. 

DINING CAR CONDUCTOR'S TRIP REPORT— Continued. 
Dining Car Conductor-s Inventory op Equipment. 





On Hand 

from 
Last Trip 


Supplied 

at Store 

House. 


On Hand 

at£ud 

of Trip.* 


Bbokbn on Trip. 


ARTICLES. 


Quantity 


Value. 


Chinaware. . . (In detail) 
Silverware... " 
Glassware ... " 
Kitchen and Pantry 
Equipment, (In detail) 
Miscellaneous Equip- 
ment, (In detail) 















SUM.MARY OF TRIP. 



Supplies Consumed. 


Value. 


Meats 








Poultry 




Game 




Fish and Oysters 

Fruits 




Ve&retables 




Butter. Efirers. Etc 




Bread. Flour. Etc 




Miscellaneous 




Wines and Liauors 




Ciirars. Etc 




Breaka&res 








Total 












Receipts. 


AMOUlfT. 


For Wines and Liouora 








" Cigars i.. 




..... Meals served at 




Trainmen served at 




.Lunches served at 








Total 













Remarks. 



Coodootor. 
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Form 48. 

REPORT OP TRAVELING AUDITOR— (CONFroENMAl^) 
1- Shop /<?. . 

2. Examination made this day by Traveling Auditor, 

3. (^I^This report is not only intended as a record of the examination, 
bnt it also is intended as a reminder to Traveling' Auditors of the salient 
points to be investigated by them at each storehouse. // must, if practicabU^ 
he made before leaving the storehouse. In those cases where, for any reason, 
answers are unfavorable to the storekeeper, or to the practices indulged in 
at the storehouse, the replies should be noted in red ink.) 



4. Name of 
Storekeeper and 
Assistants. 


Nature 
of Duties 


Age. 


Married 
or Single 


Date of 
Appoint- 
ment. 


Age in 
Service 
of Com- 
pany. 


Salary. 









































































5. 



6. 
7. 
8. 



9. 

10. 
11. 

IS. 

13. 
14. 

15. 
16. 
17. 

18. 

19. 
20. 



Has each employe in storekeeper's office filled out the nsttal form mad 

agreement, and is it on file in the office of the accounting officer? If 

not, please have it done forthwith. 
Is there a telegraph station in storekeeper's office? 
Does the operator assist the storekeeper? 
Is there any way to reduce the expense of handling material, or ac> 

counting at this shop? 
Can the storekeeper's force be reduced in any vfqyf 
Are salaries peUd by nim too h^f 
Do the storekeeper and his assistants keep the acoonata la a system* 

atlc and neat manner? 
Is the office and storehouse kept clean and orderly? 
Does the storekeeper rigidly enforce the rules in regard to roll call 

and quarter time? If not, in what particular does he deviate? 
What IS the custom when men are not on hand at roll call or caaaot 

be found at quarter time? 
How often is the quarter time book posted to the time book? 
What is the practice in keeping the time of men employed at night, on 

holidays, and at other dmes when the time-keeper is absent? 
What is the practice in keeping account of oveF*time? 
On what basis is over-time allowed? 
Does the storekeeper keep an account of the working hoars that eadbi 

employe is absent, in order to verify his time books? 
Are time books and distribution books opened up before thecommasoa- 

ment of the month? 
Are skeleton pay rolls made before the end of the moath? 
Is the name of emplove, kind of service, folio of time book and rata, 

posted to the several accounts on the distribtttion book aa fast aa tlMj 

appear on the time books? 
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21. Is the engineers* and firemen*s time bo«k written np from daily trip 

slips? If so, does the storekeeper compare this with daily reports 
from train dispatcher, roundhouse reg'ister and monthly return of 
the eng'ineer? 

22. Does the storekeeper receive a proper order for material and fuel dis- 

bursed by him? 

23. Is the material arrang-ed in the storeroom systematically, with a view 

to convenience in handling*, and to facilitate the makin^f of monthly 
requisitions and yearly inventory? 

24. Are stock books properly written up? 

25. Does the storekeeper keep a record of all statements required of him, 

showing- date when due, and date sent forward? 

Z6. Does he keep a record of his receipts and disbursements, so as to enable 
him to form a close estimate as to how his inventory will compare 
with his book account at the g-eneral office? If so, what was his bal- 
ance last day of 18 ..? 

27* Does storekeeper have a price list and are corrections made in same as 
prices change? 

28. Is the storekeeper economical in the use of stationery, and is his sup- 

ply kept clean and in g-ood order? 

29. Are all facilities taken advantag-e of in the storag-e of fuel, to protect 

it from the weather? 

30. What precautions are taken to prevent coal and wood from being* 

stolen or wasted? 

31. Is there any possibility of coal or wood being- taken by eng-ineers or 

others without a ticket being g-iven for the amount supplied? 

32. What prpxautions are used to g-uard against fire? 

33. Are all chang-es in the "Handbook of Expenditures** pasted in their 

proper place in each copy of same in the office? 

34. Does the storekeeper keep a "Circulars Received Book" and is it kept 

posted up? 

35. Are all orders, time tickets and other records of the office, filed away 

systematically and kept in a safe place convenient for future 
reference? 

36. Is there any accumulation of obsolete material or overstock of any 

particular article or kind of material at this storehouse? 

37. Is scrap carefully picked up and disposed of in the proper manner? 

38. Does the storekeeper keep a record book, showing- the daily accumula- 

tion of scrap and the source thereof, so that at the end of the month 
the proper accounts may receive credit? 

39. Are requisitions on General Storekeeper promptly filled? 

40. Is he careful to see that all material received is according to recquisi- 

tion and that it checks with the invoice? 

41 . Is he careful to examine each article as to quality? 

42. Does he promptly notify the forwarding storekeeper in case he discov- 

ers errors in quantity, quality or price of material received? 

43. Does he carefully inspect lumber received directly from dealers, 

rejecting such as is not up to specifications, and deducting same 
from the invoices therefor? 

44. Is the material so arranged in the yard and outhouses as to protect 

same from weather and so that any abstraction therefrom would 
come to the storekeeper's notice? 

45. Are the rules in regard to the return of old tools, brasses, implements, 

utensils, etc., when new ones are supplied, enforced at this shop? 

46. Are invoices distinctly copied in the tissue record book of material 

received? 

47. Is every possible means employed to guard against leakage, evapora- 

tion and loss of oils? 

48. Does the storekeeper have the custody of the tools used at this shop 

when not in use? 

49. If not, what precautions are taken to prevent them being stolen or lost? 

50. Are there any (Od books or records no longer of use at this shop? 

51. What precaution does the storekeeper take in regard to the proper dis> 

bursing of supplies at night? 
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52. Is the distribntion of material book written np as far as practicable 

before the close of the month? 

53. Does the storekeeper keep a tissue copy of all pay rolls and statsmenta 

made by him? Are they leg-ible? 

54. Does he keep a record book for articles in course of mannfactnre, 

showing* the exact amount of labor and material expended on each 
article manaf actured? 

55. Has he any small shops subordinate to his, the employes of which 

appear on his roll? It so, give name of such shop or shops. 

56. How often does he receive statements of material used at such shops? 

57. Is the time of men employed at such shops properly reported and cer- 

tified to him? 

58. How often are the time books of men employed at sub-shops forwarded 

to him during- the mouth? 

59. Does he understand that no material is to be sold or labor performed 

for any employe or outside party without orders from an authorized 
officer of the company? 

60. Does he understand that in case any material is sold to or labor per- 

formed for any employe or outside partjy, that the cash mnst be col- 
lected at the time when practicable and forwarded to the treasurer 
by express without delay? 

61. Does he understand that in the event of any irregularities being dis- 

covered by him, it is his imperative duty to at once advise the 
accounting officer? 

62. Did it come to your knowledge that there are anv nnanthorized or 

irregular practices indulged in at this shop? If so, state them in 
detsul. 

63. Did it come to your knowledge that there were any differences between 

the storekeeper and his assistants and the master mechanic or fore- 
man, that would tend to injure the service? If so, state the facts. 

64. Is the storekeeper intelligent, energetic, attentive to his duties and 

alive to the necessity of constant watchfulness? 

65. Is his staff composed of honest, faithful and capable men, fitted for the 

positions they occupy? 

66. Are the storekeeper and his assistants well versed in and do they 

practice the rules contained in the "Handbook of Expenditures**? 

67. Did yon give the storekeeper full and minute instructions in every 

case wherein as shown by the fosegoing, yon found him negligent 
and in fault? 

68. What are the office hours? 



69 GENERAL REPORT. 

70. {This report must be concise and to the point.) 

71. (In the foregoing detailed report all facts should be stated ezactlj m 

they are. In the general report such facts as mar be judged neces- 
saty to a full and complete knowledge of the storekeeper*s character 
and record and to a general understanding of the state of affairs at 
the storehouse: also such observations as may be useful for raftr- 
ence or sm a guide to future examiiiatiotis, should be glTsn.) 
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Carcasses, Collecting Charges for 192 
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" in IniVia—IUustrathns 80, 128, 214, 284 

" in ,l2i\yAn—IlluHtrations 126, 150, 260, 274 

" in Lahore — Illustration 146 

'* in Madagascar — Illustration 76 
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" in Palmyra — Illustration 137 
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in Feru^Illustrations 228, 260 
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Carriage in Pliilippopolia - Illuatration 164 

in Picardy, 17th ( 'entury-'IUustratian 187 

** in Kome — Illustration 202 

" in Jiwss\2i— Illustrations 106,206 

" in Sqwih— Illustration 155 

" in ^isLm— Illustration 268^ 

** in Singapore — Illustration 278 

" in the Desert — Illustration 134 

" in the Malay Peninsula— /?/M«^r(if ion 238 

" in T'wAno— Illustration 248 
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** in Tyre— Illustration 272 
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" in Zululand — Illustration 56 
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" (Company's Material in . . 88 

" Dining. * ( See " Dining Cars/') 

" Lubricating 89 

Cash, Collection of 192 

** Collections of, Account Various Persons 188 

*' Paying 205 

" Remittance of — Various Persons Accounts 188, 189 

Ceylon, ( 'arriage \\\— Illustrations 170, 176 

< 'haldcans, Business Methods of 9 

Charges on Material 69 

Stock Yard, Way Hilling 113 

Check Book, Material— Tse of (>1 

Checks, Money, Drawing 213 
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(Checks, Money, Endorsing 212 

** " Lost 208 

** Time 13« 

Chile, Carriage in — Illustration .' 2^2 

China, (Carriage in — Illustrations 115, 184, 258 

Chinaware, Returns for 80 

Chinese Turkestan, Carriage in — Illustration 118 

Cigars, Returns for 80 

Cities, Vouchers in Favor of 203 

Classification, Material.. . 89, 90, 91, 92, 93 

of Construction Accounts 224, 235 

of Operating Expenses 237, 263 

" Clearing and Grubbing, Construction " 226 

" Clearing Wrecks'' 292 

'' Clearing Wrecks, Operating " 256 

Clerks, Time 129 

Coal, Accounting for 92, 93 

" Deterioration of 102 

Invoices of 103 
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Coke, Accounting for 92, 93 
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" Commissions, Operating " 259 
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" (Construction" Account 295 

Construction Accounts, Classification of 235 
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Classification 221 
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'*( Construction Supply Depots, (Construction '' 22G 

''(^Construction Trains, Construction" 226 

Work, Details of Accounting for 232 

Corporations, Vouchers in Favor of 203 
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Kgypt, (Jarria^e in, in A. D. \%h%^Tllu8trat%on ag6 

Emery, Storing 74 

Employes at Junctions, Apportionment of Wages of 280 
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Forms, Monthly Statement, Various Pergons 876 

** Order on Treasurer 349 

" Order to LfOad Material 881 

" Pay Roll 343 

** Recapitulation of Labor 818 

Recapitulation of Material 317,818 

Receipt for Feed Furnished Stockyards 871 

Record of Business Done at Stockyards 370 

Record of Moneys Collected at Stockyards 373 
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Report of ( 'onstniction Work 378 

Report of Miles Run 337 
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'' Request for Time Ticket 344 
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" Voucher 877 

Foundries. Delivery of Material to 87 

Freight Bills for Company's Material 59 
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Receii)ts for — Signatures to , 213 
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Fuel, Accounting for 102, 107 

" Care of 101 

" Charging 58,101,103, 108 

" Delivering 108 

" Deterioration of 102 
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" Practices of English Railways in Accounting for 297 

" Records of 104, 105 



44 
44 



INDEX. 898 

PAOB 

Fuel Pteport, General 107, 108 

" Returns for 104,105, 107 

** Sale of 189 

" Tickets 108, 109 

" Way Billing 103 

Funds, Sinking— Accounting for : 218 

Gkniishments 169, 160, 165, 174, 179 

Gas Bills, Paying 209 

General Expenses 261, 293 

" Office Expenses, Apportioning 269 

** General Office Expenses and Supplies '" 293 

"General Office Expenses and Supplies, Operating'' 262 

Genoa, ( 'arriage in — Illustration 173 

Governments, Vouchers in Favor of 203 

"Grading, Construction" 227 

Gratuities, Entering on Pay Rolls 165 

Grecian Carriage — Illustration 44 

Greece, Ancient, Carriage in— Illustration 12 

Handling, Cost of — Adding to Price of Material 57 

Hearse, Ancient Egyptian— /Z/u«fr(rtio» 32 

Hides, Collecting Charges for 192 

"Hire of Equipment 291 

"Hire of Equipment Operating" 255 

Holland, Carriage in — Illustration 254 

Hong Kong, Carriage in— Illustrations 109, 112 

" " Harbor, Carriage in— /Z/ujjtr(i/to» 242 

Houses, Old, Sale of— Collections for 192 

Identification, Letters of Advice and 180 

Individuals, Vouchers in Favor of 203 

Implements, Care of 78 

Improvements, Charging to Construction 223 

Income, Items Chargeable Against 295 

India, Carriage in— Illustrations 80, 128, 214, 284 

" Western — Carriage in — Illustration 88 

Indians, Carriage Among the — Illustrations 72, 240 

"" Hupa, Carriage Among the — Illustration 236 

Injuries to Persons" 292 

Injuries to Persons, Operating *' 256 

Ink, l^se of Different Colors in Accounting 96, 200 

Insiwirting Material. (See "Material.'-) 

Insjpectors, Fuel — Returns of 104 

"Insurance " 293 
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"Insurance, Operating" 262 
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"Interest on Bonds" Account 296 

"Interest on Floating Debt, Discount and Exchange" Account 296 

"Interlocking Switches, Construction" 227 

Inventories 114 
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" Dining Car Supplies 119 
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Fuel 119 

Monthly 44, 45 

Stationery 119 

Stockyards 119 

Tools 119 

Invoices, Coal 103 

" Correcting 63 

" for I.abor Performed 193 

" Material Sold \ 193 

Material 51, 61 

" of Material Purchased 62 

Transferred 62, 63 
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Receipting 62 

Recording 62 

Returns of 61 

Scrap 63 

Statements of 63 

Iron, Round — Marking 66 

Storing 74 

Japan, Carriage in — Illustrations 125, 2G0, 274 

Jeypoor, Carriage in — Illustration 152 

Junctions, Material Used at — Apportionment of Cost of 280 

" Wages of Employes at — Apportionment of 280 

Kitchen Equipment, Returns for 80 

Knowledge, Extent of, in Railway Management 15 

" Utilization of, in Railway ISfanagement 13 

Kwa Kwa River, Carriage on the — Illustration 256 

Labor, Accounting for 121 

" Blotter 153 

" Charging 86, 91, 153, 154, 157 

" Classification of 153 

" Distribution of 134, 166, 156, 157 
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liabor, Diversity of Practice Relating to 21 

'' English Practices Regarding 301 

" Fiscal Affairs Connected with 13 

" Fiscal Methods Governing 19 

" for Persons, Performing 188 

" General Distribution Book 155, 309 

" Methods of Keeping Account of 22, 26 

** Performed, Accounts Against Persons for 185 

for Others 154 

Profits on 199 

" Practices Governing 121 

'' Stocltyard 112 

" Vouchers for 204 

Lahore, Carriage in — Illustration 146 

Lamps, Filling 75 

Land, Sale of — ("ollections for 192 

Lanterns, Filling 75 

"Law Expenses" 293 

''Law Expenses, Operating" 262 

Ledger Account, Various Persons 195 

Letters of Advice and Identification 180 

Linen, Care of , 80 

Liquids, Storing 74 

Liquors, Returns for 80 

Locks, Storing 74 

Locomotive, A. D. 1804— Illustration 300 

"Geo. W. Johnson," A. D. ISiiO— II lustratian 201 

"McConneirs,'' A. D. ISoa— Illustration 298 

"Novelty ,'' A. D. 1829— Illustration 288 

Report 97 

"South Carolina," A. D. 18S2— Illustration 294 

Locomotives, Consumption of Fuel by 102 

Fuel Delivered to 108, 109 

Oil, Waste and Tallow Delivered to 96, 97 

Registers of 141 

Use of Oil on 88 

Loss and Damage" 291 

Loss and Damage, Operating" 255 

Losses, Apportionment of 282 

Lumber, Storing 75 

Machinery, Apportionment of Wear aiul Tear of 275 

Madagascar, Carriage in- -Illustration 76 
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Maintenance of Equipment 245, 287 

of Way and Structures 238, 285 

Malay, Carriage in — Illustration 252 

Malay Peninsula, Carriage in the — Illustration 238 

Malta, Medieval, Carriage ?it— Illustration 264 

Management, Cost of — Apportioning 268 

Management, Railway, Evolutions of 13 

Manager, Title of 31 

Mandalay, Carriage in — Illustration 161 

Manufacturers' Names, Marking Articles with 66 

'^Masonry for Bridges, Culverts and Viaducts, Construction^^ . 227 
Material. (See also '* Supplies.") 

Access to 74 

Account, Classiflcation of 68 

Accounting for 33, 55, 89, 90, 91, 92, 93 

Accounts, What They Represent 57 

Arranging 73 

Balances 67 

Buying 33 

Care of 33,34,35,37,43,47,73,74, 76 

Charging 47, 48, 49, 57, 58, 59, 75, 86, 89, 90, 91 

Checking 66 

Classification of 93 

Classifying Expenditures of 89 

Construction, Transportation Charges on 69, 60 

Cost of, Adding Transportation Charges to 69 

Disbursing 33, 45, 50, 51, 57, 85, 86, 87, 89 

Distribution of 89 

Diversity of Method in Handling 20 

Exchanging 86 

Fiscal Affairs Connected with 13 

Fiscal Methods Governing 19 

Forwarded to Storehouses 94 

Forwarding to Isolated Points 76 

General Distribution Book 93 

Handling, Defects in Arrangements for 73 

Importance of Proper Disposition of 42 

Inspecting 64, 66 

Inventorying 114 

Invoicing 61, 68 

Loading 87 

Manufactured by a Company — Charging 98 
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Material, Manufactured — Charging Labor oa 157 

" " — Inventorying 116 

*' " — Profltson 199 

" Marking 87 

•* Methods of Keeping Account of 22, 26 

" Old. (See also *' Scrap.") 

" Old Engine— Disposition of 82 

" Old— Special Collections for 186 

" Ordering 33, 50 

" Payingfor 67, 203 

^^ Practices of English Railways in Accounting for . . 297 

*' Purchased, Invoices of 62 

** Purchase of 203 

•* Railway— Variety of 38 

^ Recapitulations of, Accounts 313 

•' ReceivedBook 70. 71 

*' Received from Purchasing Agent 94 

" Received from Storehouses 94 

" Receiving 60, 61, 64, 65 

* Receiving at Remote Points 66 

** Records 62 

**• Relation of Purchasing Agent to 20 

" Road— Collecting Charges for 192 

" Sale of .80. 188 

" Shipped to Points Where There are no Storekeepers, 

58, 63 

Shipping 51, 87, 88 

'^ Sold, Accounts Against Persons for 185 

Stock Yard 112 

Storing 74 

'* Supervision of, by Operating Officers 46 

^ System of Accounting, Recommended by Association 

of American Railway Accounting Officers 305 

Track, Charging 99 

^ Inventory 117 

Transfer of 63, 65 

" Transferred, Invoices of 62 

" Transportation Charges on 59 

'* Used at Junctions, Apportionment of Cost of 280 

** Various Persons 95 

" Vouchers for 203 

Weighing 87 
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PAGE 

Material, What it Bep resents o 47 

Merchants, Practices of Ancient 9 

Method, Necessity of 73 

Mexico, Carriage XsL—IllustraUon 181, 226 

Minors, Paying Wages to 174 

" Miscellaneous Expenses, Construction " 228 

"Miscellaneous Track Material, Construction" 228 

Modern Devices of Business 9 

Money, Art of Coining 9 

Collection of 192 

" " Conscience,'' Accounting for 193 

" Paying 205 

Molucca, Carriage in — Tllustration 262 

Names, Insertions of, in Pay Rolls 165 

Nancy, Carriage in — Illustration 92 

Naples, Carriage in — Illustration 196 

Nikoba, Carriage in — Illustration 244 

Nile, Upper, Carriage on the — Illustration 158 

Nineveh, Carriage in — Illustration 20 

Notes, Endorsing 212 

Officers, Titles of 31 

Officials, Certification of Pay Rolls by 168 

" Public, Furnishing Information to 201 

Oil, Charging 96, 97 

" Disbursing 88 

" Record of 96 

"Oil, Tallow and Waste for Locomotives *' 290 

•'Oil, Tallow and Waste for Locomotives, Operating" 252 

" Use of 88 

" Waste and Tallow, Charging 96, 97 

Oils, Care of 73, 75 

" Inspecting 66 

" Receiving 66 

" Shipping 76 

" Storing 74, 75 

" Operating Expenses " Account 295 

" '' Apportionment of, to Divisions.. 267, 285 

" •' (;iassificatiou of 263 

Om ial (nassifii-ation ol— Illustration^ 237 

" Officers, Duties of 46 

•'Operatintc Marine Equipment" 292 

"Operating Marine Equipment, Operating" 257 



INDEX. 899 

PAGE 

Order, Necessity of 73 

Orders, Material 33, 89 

** '* Fuel 180 

" —Oil, Waste and Tallow 96 

" " —Preservation of 89 

** ^ —Scrutinizing 89 

** " —Various Persons 196 

** on Paymasters 182 

" Pay -Limitation of 169 

** Shipping— Material 87, 89 

•' Other Expenses '' 287, 289, 293 

** Other Expenses, Operating" 245, 261, 261, 263 

"Other Supplies for Locomotives" 290 

''Other Supplies for Locomotives, Operating" •252 

'• Outside Agencies " 292 

" Outside Agencies, Operating " 259 

Paint, Storing 74 

Palestine, Carriage in — Illustration 140 

Palmyra, Carriage in— Illustration 137 

Papers, Old— Disposition of 83, 201 

Patterns, Storing 74 

Pay Accounts 126, 127 

" Deductions from- of Employes 159 

Paying Vouchers 204, 205 

Paymasters, Examination of Pay Rolls by 167 

Orders on 182 

Pay Rolls, C^ertiflcation of 166 

" Deductions from 191 

Examining 166 

Making 130, 131, 132, 133, 142. 159 

Marking 173, 175, 181 

Paying 1 60, 1 68 

TTse of, as Time Tickets 1 74 

Verifying 167, 168 

Pelts. Collecting Charges for 192 

'' Special Collections for 185 

Persia, Ancient — < ^arriage in — Illustnition 28 

'* Carriage in- -11 lustration 96, 217 

Peru, Carriage in— Illusl ration 224, 228, 250 

Persons, Vouchers in Favor of 203 

PhilippopoHs, Carriage in — Wnslration 164 

Picardy, Carriage in— 17ch < -entury — Illustration 187 



u u 

u u 

u u 



400 INDEX, 

PAOB 

Pompelan Carriage — Ulustratian 62 

Powders, Storing 74 

Prices, Marking oq Articles 65 

Printing, Charging. 97 

Property, Personal— Care of 78 

Property, Sale of 188 

Public Authorities, Furnishing Information to 201 

Purchasing Agent, Material Received from 94 

Rails, Accounting for 77 

Rates, Basing on Erroneous Data 273 

Rails, Buying 77 

" Care of 77 

" Charging 77 

"Rails, Construction" 228 

" Inspecting 77 

" Old » 84 

" —Disposition of 78 

" Records of 77 

** Returns for 77 

Railways, Bills Against. 191, 192 

Field of 13 

Fiscal Affairs of 14 

"' Internal Workings of 14 

"Real Estate, Construction " 228 

Recapitulations 313 

Receipts, Agents'— Signatures to 213 

Cash-45i ving 192 

" Freight— Signatures to 213 

Money 212 

Receiving Material. (See "Material.") 

Records, Keeping 200 

" Material 62 

Old— Disposition of 83. 201 

Register, Various Persons Bills 196 

Voucher 204 

Remittances, Cash — ^Various Persons Accounts 188 

"Renewal s of Rails" 285 

'^Renewals of Rails, Operating" 239 

"Renewals of Ties" 285 

"Renewals of Ties, Operating'' 241 

"Rentols'' Account 296 

Rents, Collection of 192 
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"Rents for Tracke, Yards &d(] Terminals' 292 

"BenU Tor Tracki?, YanJs and TenninalB, Operating" 269 

"Bents of BuildirigH and Other Property" 392 

"Rents of Buildinji^s and Otlier Property, Operadng" 359 

"Repairs and BenewBls of Bridges and Culverts" 288 

"Bepairs and Renewals of Bridges and Culverts Operating". 241 

"Repairs and Renewals of Buiidinga and Fixtures'* 286 

"Repairaand Benewala of BuJIdingsand Fixtures, Operating," 242 

"RepMrs and Renewals of Docks and Wharves" 286 

"Repairs and Renewals of Docks and Wharves, Operating". . 343 
"Repairs and Renewal of Fences, Road Crossings, Signs and 

Cattleguarda" 286 

"Repairs and Renewals of Fences, Road Croaeings, Signs and 

Cattleguarda, Operating" 341 

"Repairs and Renewals of Freight Cars" 288 

"Repairs and Renewals of Freight Cars, Operating'" 248 

"Repairs and Renewals of I/OCOtnotiveB" 287 

"RepairsandRen<!walsotLocociotivea. Operating" 245 

"Bepaira and Benewala of Marine Eq a ipnient" 288 

"Hepairs and Renewals of Marine Equipment, Operating". . . 249 

"Repairs and Renewals of Passenger Cars" 287 

"Repairs and Renewals of Passenger Cars, Operating" 247 

"Bepaira and Renewals of Shop Slachinery and Tools ' 288 

"Repairs and Renewals of Shop Machinery and Tools, Oper- 
ating" 250 

"Repairs and Renewals of Telegraph" 287 

"Repairs and Renewals of Telegraph, Operating" 243 

"Repairs and Renewals of Work Cars" J88 

"Bepaira and Benewals of Work Cars, Operating" 349 

"Repairaof Roadway" 285 

"Repairs of Roadwa}', Operating" 238 

Beriuests for Time Tickets 17« 

Requialtiona, Dining Car Conductors 181 

" English Practices Regarding 297 

for Mniinfacturing Material 98, 99 

" Time TlckeU 173 

Material 33 

Returns. (Seealso "Exhibits.") 

"■ Railway — Differences In IB, 16 

" " —Government 18 

" Storekeepers' 199 

"Bight of Way, Construction" 239 

36 
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Right of Way, Special Collections for 186 

^Road Crossings and Signs, Construction" 229 

Roadmasters, Collections of 187 

Rolling Stock, Collections for Repairs of 101 

'^Rolling Stock, Construction" 229 

Rome, Ancient— Carriage in — Illustration 36 

" Carrage in — Illustration 202 

Roundhouses, Fuel Stored at 102 

Rules, Written— Necessity of 27, 28 

Russia, Carriage in — Illustration 106, 206 

''Salaries of Clerks and Attendants'' • 293 

"Salaries of Clerks and Attendants, Operating" 261 

"Salaries of General Officers" 203 

"Salaries of General Officers, Operating'' 261 

Saxory, Ancient — Carriage in — Illustration 24 

Science, Railway— The 13 

Scrap, Accounting for 84, 85 

" Assorting 82 

" Brass, Care of 82 

" Care of 45, 46, 82 

" Collecting 82 

" Collections for 191 

" Inventorying 114, 117 

" Invoicing 63 

" Records of 82 

" Returns for 83, 84 

" Shipping 83, 89 

" Weighing 84, 89 

Servia, Carriage in — Illustration 156 

Service, Railway — Necessities of 47 

Shelves, Arrangement of 74 

Shop Clerk. (See "Storekeeper.") 

" Machinery and Tools, Construction 229 

" Supplies, Inventorying 116 

Shops, Collections at 186 

" Fuel Stored at 102 

• Keeping Time at 136 

" Making Pay Rolls at 144 

Paint— Material at 87 

Small— Pay Rolls for 162 

^ Storekeepers' Authority at 199 

" Tools Used at 78 
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Shops, Upholstery— Material at 87 

Siam, Carriage in — Illxistration 268 

*'Siding8, Construction*' 229 

Sidon, Merchants of 10 

Signatures 207 

** Officials' 200 

Singapore, Carriage in — Illustration 278 

Sinlcing Funds, Accounting for 203, 218 

Slavonic Carriage — Illustration 48 

Southwell, H. E 69 

Statements. (See**Exhibil8;0 

States, Vouchers in Favor of 203 

"Stationery and Printing" 287, 288, 293 

"Stationery and Printing, Operating''. 245, 251, 261 

"Stationery and Printing (General Offices)*' 29 

"Stationery and Printing (General Offices), Operating*' 263 

" Apportioning Cost of , 269 

Stationery Bonds, Shares and Other Forms, Construction**. . 229 

Charging 97 

Inventorying 119 

Stations, Coal Stored at 104 

Lights.at 97 

Malting Pay Rolls at 144 

" Returns of Wood Sawed at 105 

" . Time Ticltets Issued to Employes at 1 73 

" Wood Stored at .' 105 

"Station Service" 290 

"Station Service, Operating" 254 

"Station Supplies" 291 

Station Supplies, Charging 79 

Station Supplies, Disbursing 87 

"Station Supplies, Operating'* 254 

Statistics, Value of 275 

" Stockyards and Elevators*' 292 

" Stockyards and Elevators, Operating ** 259 

Stockyards, Business at 110 

Collections at 113 

"Stockyards, Construction" 231 

Stockyards, Inventories 119 

Records at 110, 112, 113 

Storehouses, Approaches to 74 

Arrangement of. 74 
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